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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no AokymeHT npeaocraener Koxcynetawtrinioc
yrnpaBneHu1io NepcoH [ata coxpaHeHus: 01.10.2016

3apeructpuposaHo B MuHtocte Poccum 19 oktabps 2015 r. N 39362

MWHUCTEPCTBO TPYOA U COLMATIbHOW 3ALLNTLI POCCUACKOW ®EQEPALIUU

NPUKA3
oT 6 okTa6ps 2015 r. N 691H

OB YTBEPXAEHUN MPO®ECCUOHAINIbHOIO CTAHOAPTA
"CNELUMANNUCT NO YNPABJNEHWIO MEPCOHAIIOM™

B cooTtBeTcTBMM C nyHKkTOM 16 [MpaBun pas3paboTky, yTBEpXOEHUA W MpUMEHEHUsT NpodecCuoHarnbHbIX
CTaHOapToB, YTBEPXKAEHHbLIX NocTaHoBneHnem lpaButenbctBa Poccunckon ®epepauum ot 22 aHeapsa 2013 r. N
23 (CobpaHne 3akoHopaTenbctBa Poccuiickon depepaummn, 2013, N 4, crt. 293; 2014, N 39, c1. 5266),
Mp1KasbIBalo:

YTBEpAUTb Npunaraembli npodeccrmoHanbHbii cTaHgapT "CneumanucT no ynpaeneHuno nepcoHanom".

MwuHucTp
M.A.TOMUINH

YTBEpXaeH

npuvkasom MuHucTepcTea Tpyaa
M couuaribHOWM 3aluThl
Poccuiickon ®epepavmm

oT 6 okTabps 2015 . N 691H

NPO®ECCUOHANbHbIA CTAHOAPT

CMNEUMAINCT MO YNPABJIEHMIO NEPCOHAJIOM

559
PernctpaunoHHbIN
Homep
|. Obwue cBepeHus
YnpaBneHne nepcoHanomM opraHusauum 07.003
(HaMmeHoBaHwWe BuAa NpodeccuoHanbHoOM 4eaTeNbHOCTH) Kopg

OcHoBHas uenb Buga npogeccnoHansHom eaTenbHOCTY:

ObecneyeHne 3apHeEKTMBHOTO QYHKLUMOHMPOBAHNSI CUCTEMbI YNPaBIIEHUS NEPCOHANIoOM AN OOCTWMKEHMUS
uenen opraHnsauum

pynna 3aHATUNR:

1232 PykoBoantenu nogpasgeneHun 2412 CneumanucTbl No Kagpam u
(cnyx6) ynpaBnenuns kagpamu v npodopreHTauum
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBeHno NePCOH..

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

TPpyAoBbIMU OTHOLLUEHUNAMMU

3423 CreunanucTtbl KagpoBbIX Cryx6 K - -
yyYpexaeHUn 3aHATOCTH

(kog OK3 (HanmeHoBaHUe) (kog OK3) (HaMmeHoBaHwMe)
<1 >)

OTHeceHMe K BUAaM 3KOHOMUYECKOW AeATeNbHOCTH:

78.30 [earenbHoCTb N0 Nogbopy nepcoHana npoyas
(kog OKB3[ (HanmeHoOBaHWe BMAa 3KOHOMUYECKOWN AEeATENbHOCTM)
<2>)

Il. OnucaHmne TpyaoBbIX YHKLUUNA,
BXOOSALLMX B NpodheCccrMoHanbHbli cTaHaapT (byHKUMOHanNbLHas Kkapta
BMaa NpodeccnoHarnbHOW AesTENbHOCTN)

O606LLeHHble TpyaoBble (PYHKLMM Tpyoosble dyHKLUUN
Koa HavMeHoBaHue YPOBEHb HavMeHoBaHue kog YPOBEHb
KBanmdgm (nogypoBe
Kauumm Hb)
KBanmgpuk
auum
A [okymeHTaunoHHoe 5 BepeHve opraHusaumMoHHOM n A/01.5 5
obecneyeHne paboTbl pacnopsiauTenibHoON OKyMeHTauum no
C NepcoHarnom nepcoHany
BeneHve gokymeHTauum no yveTy u A/02.5 5
OBWXEHUIO KaapoB
AOMUHUCTPUPOBaHUE NPOLLECCOB U A/03.5 5
[OKYMEHTO000pOTa No y4eTy U ABUKEHUIO
KagpoB, NPeACTaBNEHNIO JOKYMEHTOB MO
nepcoHany B rocyfapCTBEHHbIE OpraHbl
B |[eaTenbHoCTb No 6 C6op nHdpopmaLmm o NoTpebHOCTSIX B/01.6 6
obecneyeHmno opraHu3auum B nepcoHarne
nepcoHanom
Mownck, npuBnedeHne, nogdop n otéop B/02.6 6
nepcoHana
AOMUHUCTPUPOBaHUE NPOLLECCOB U B/03.6 6
[OKymeHToobopoTa obecneyeHunst
nepcoHasnom
C | [OesiTtenbHOCTb MO 6 OpraHusauus n npoBedeHne OLEHKN C/01.6 6
OLEHKe 1 aTTecTaumm nepcoHana
nepcoHana
OpraHunsauus n npoBegeHne atTectaymm C/02.6 6
nepcoHana
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

AOMUHUCTPUPOBaHME NPOLIECCOB U C/03.6 6
OOKymMeHTOObopOoTa Npy NpoBeaeHUM
OLEHKWN 1 aTTecTaumm nepcoHana

D |[deatenbHocTb No 6 OpraHusauus n npoeegeHne meponpusatui | D/01.6 6
pasBUTHIO NepcoHana Nno pasBUTUIO U MOCTPOEHMUIO
npod)eccnoHanbHON Kapbepbl NepcoHana

OpraHusauusa obyvyeHus nepcoHana D/02.6 6
OpraHusauus agantaumm U CTaXMPOBKM D/03.6 6
nepcoHana

AOMUHUCTpUpOBaHME NPOLLECCOB U D/04.6 6

[OKyMeHTO060pOoTa No pasBUTUIO U
npodeccuoHansHon kapbepe, oby4eHuto,
ajanTauum 1 CTaXMpoBKe NepcoHana

E |[deaTtenbHocTb No 6 OpraHusauua Tpyaa nepcoHana E/01.6 6

opraHusauuu Tpyaa u
onnarbl nepcoHarna OpraHusauust onnatbl Tpyaa nepcoHana E/02.6 6
AOMUHUCTPUPOBaHUE NPOLLECCOB U E/03.6 6

,EI,OKYMeHTOO60pOTa no Bonpocam
opraHmsauunm Tpyaa n onnatbl nepcoHana

F |[OeaTenbHOCTb NO 6 Pa3paboTka kKopnopaTUBHOM COLMarnbHOM F/01.6 6
opraHusaumm NOMUTUKM
KoprnopaTuUBHOM
coumnarnbHon Peanunsaunsa kopnopaTtnBHOW coLManbHON F/02.6 6
NOMUTUKM NOMUTUKM
AOMUHUCTPUPOBaHUE NPOLLECCOB U F/03.6 6

[oKkymeHToobopoTa no Bonpocam
KoprnopaTUBHOW coLManbHOM NONNTUKN

G | OnepauunoHHoe 7 Pa3paboTka cucteMbl onepaumoHHOro G/01.7 7

yrnpaBneHue yrnpaBrneHus nepcoHanom u paboTbl

nepcoHanom u CTPYKTYPHOro nogpasaeneHus

nogpasgeneHvem

opraHusaumu Peanusauuns onepaunoHHOro ynpasneHus G/02.7 7
nepcoHasnom n paboTbl CTPYKTYPHOTO
noapasgenexHus
AOMUHUCTPUPOBaHME NPOLIECCOB U G/03.7 7

[AOKyMeHTOoOoB0pOTa Mo onepawMoHHOMY
ynpasrneHuto nepcoHanom v paboTte
CTPYKTYPHOrO NnoapasaeneHus

H | Crtparermdeckoe 7 Pa3paboTka cuctemMbl CTpaTENMYECKOro H/01.7 7
ynpasrneHue yrnpasreHus NepcoHanomM opraHmsauum
nepcoHarnom
opraHusaumu Peanunsauua cuctembl cTpaTernyeckoro H/02.7 7

ynpasrieHua nepcoHanom opraHusauunm

AOMUHUCTPUPOBaHUE NPOLLECCOB U H/03.7 7
OOKYMeHTOobopoTa Nno cTpaTernyeckomy
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yrpaBneHunio NEPCOH...

OokymeHT npepocTtaeneH KoHcynbTaHTlntoc
[ata coxpaHeHus: 01.10.2016

yNpaBreHUo NepcoHanomM opraHm3aumm

[ll. XapakTepucTuka 0606LLeHHbIX TPYA0BbLIX (hyHKLUNIA

3.1. O606LeHHas TpyaoBas pyHKLMSA

HauMeHoBaHE F Koa A |YpoBeHb 5
KBanudmkauum

MpouncxoxaeHne
° . 3anmcTBOBaHO
0606LLEHHON TPYAOBOK OpurvHan X
13 opurMHana
dyHKUUK
Kop, PernctpaunoHHbIN
opuruHana Homep
npodeccnoHasnbLHOro
cTaHgapTa

TpeboBaHus Kk CpepHee npodeccrnoHansHoe o6pa3oBaHme - NporpaMMa NnoAroToBKM
06pa3oBaHuMIo U 0OYYEHMIO | CMIELMANUCTOB CPeaHEro 3BeHa

[ononHuTensHoe npodeccnoHanbHoe obpasoBaHme - NpPorpaMmmbl
npodeccnoHanbHON NepPenoAroToBKY, NPOrpamMmmbl MOBbILLIEHNSE
KBanudukaumm

TpeboBaHuWa K ONbITY -
npakTuyeckoi paboTl

Ocobble ycnoeusi gonycka
K pabote

Ipyrve xapaKkTepucTuKu

[ononHutenbHble XapaKTepucTmnkmn

HavnmeHoBaHVe ookymeHTa Kon HaumeHoBaHve 6a30BoW rpynmnbl, 4OMKHOCTU (Npoddeccum) unm
crneumanbHOCTH
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OK3 2412 CneumanucTtbl No Kagpam n NnpodopueHTaumm
3423 CreuunanucTtbl KaapoBbIX CYX0 M yYpexXaeHU 3aHATOCTH
EKC <3> - CneumanncTt no kagpam

- MHcnekTop no kagpam

OKMNATP <4> 27755 OKOHOMWCT no Tpyay

22956 MHcnekTop no kagpam

3.1.1. TpynoBas dyHKUMSA

BeneHune opraHm3aunoHHOW 1 YpoBeHb
HavmeHoBaHWe | pacnopsguTensHOM JOKYMEHTaL MM No Kop A/01.5 |(nogoypoBeHb) 5
nepcoHany KBanudukaumm
MpoucxoxaeHue TpyooBom 3amMMcTBOBaHO
P A PyA OpwurunHan X
OYHKLMK 13 opurmHana
Kog PernctpaunoHHbIN
opuruHana Homep
npodgeccnoHansHoro
CcTaHgapTa

Tpyoosble pencteua | ObpaboTka M aHanu3 NOCTynarLLen JOKYMeHTauum no nepcoHany

PaspaboTka 1 ogopmreHne JOKYMeHTauuu no nepcoHany (NepBuMYHON, YYETHOR,
naHoOBOW, no coumansHoOMy obecneyeHuto, OopraHmM3aLnoHHON,
pacnopsianTesnibHoOn)

PeFI/ICTpaLI,MFl, YYEeT U TeKyllee XpaHeHune OpFaHM3aLI,I/IOHHOl71 n pacnopﬂ,qvlTeanoﬁ
OOKyMeHTauum no nepcoHany

Heobxoaumele Pa3pabaTbiBaTb NPOEKTbI OPraHN3aLMOHHBIX Y PacNopPSAUTESNIbHbIX JOKYMEHTOB MO
yMeHUs nepcoHany

OdopmMnsaTb [JOKYMEHTbl B COOTBETCTBUM C TpeboBaHMAMMU  paXKaaHCKOro,
TpygooBoro 3akoHogatenbctBa Poccunckon ®Pepepauum  ©M - foKanbHbIMA
HOPMAaTMBHbIMUW aKTaMy OpraHusauum

Bectn yd4eT n perncrtpaunio OOKYMEHTOB B MHC*)OpMaLI,MOHHbIX cucrteMax n Ha
MaTepunalbHbIX HOCUTENAX

OpraHu3oBbIBaTb XpaHeHWE [OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apxXuMBHOro 3akoHoaartenscTBa Poccuiickon deagepaumm 1 nokanbHbIMU
HOPMaTUBHbIMW aKTaMu OpraHusauum

AHa.I'II/ISI/IpOBaTb LOOKYMEHTbl N NepeHOCUTb I/IHd)OpMaLI,MIO B 6asbl OaHHbIX "
OTYeThbl

BbisiBNATL OLWNMOKKW, HETOYHOCTH, ncnpasneHna n HeaoCToBEepPHYLo I/IH(*)OpMaLIMI'O B
OOKyMeHTax, onpeaenatb NermtTMMHOCTb JOKYMEHTOB
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

PaGotaTb ¢ MH(OPMALMOHHBIMU cUCTEMaMU U Gasamu OaHHbIX MO BEAEHWUHO
yyeTa, ABWXKEHWIO nepcoHana

CobnogaTb HOPMbI 3TUKM OENOBOro 0bLeHns

Heobxogumble 3HaHus | Mopaaok opopMneHusi, BeAeHWsl U XpaHeHUs] JOKYMEHTOB MO NepcoHany

nOpﬂ,EI,OK y4yeTa ABUXEeHUA KagpoB U COCTaBlleHnA yCTaHOBJ'leHHOﬁ OTHYETHOCTU

OcHoBbI OKYyMEHTOO6OpOTa M JOKYMEHTALMOHHOIO obecneyeHns

TexHomnorun, Metoabl M METOOMKM MNPOBEAEHUs aHanuM3a W cucTemaTusauum
[OKYMEHTOB 1 MHGpopMaLIm

Mopsagok pacyeTa cTaxa, Nbrot, KOMNeHcaummn, opopMneHns neHcmumn paboTHNkam

CTpyKTypa opraHusaumm

TpyooBoe 3akoHOOATENbCTBO W MHblE aKTbl, COAepXaliue HOPMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3akoHOZATeNnbCTBa W HOPMAaTUBHbIE MNPAaBOBbIE  aKThI
Poccuiickon depepaumm, B YacTu BEOEHUS AOKYMEHTaLMM NO NepcoHany

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble  HOPMAaTMBHbIE aKTbl OpraHuW3auuu, perynupylowme  nopsiaok
ocbopMIIEHUsT pacnopAaUTENbHBIX U OPraHM3aUMOHHbLIX JOKYMEHTOB MO NepcoHarny

Hopmbl aTnkn n genosoro obLieHns

basoBble OCHOBbI WH(POPMATMKKW, CTPYKTYPHOE MNOCTPOEHWE WHGOPMALMOHHbBIX
CUCTEM N 0COBEHHOCTM PaboThbl C HUMK

Dpyrve -
XapaKTepUcTukun

3.1.2. Tpynoas dyHKUMSA

YpoBeHb
HavnmeHoBaHue Kon A/02.5 |(nogoypoBeHb) 5
KBanudunkauum
MpouncxoxaeHne TpyooBom OpuruHan X 3anmMcTBOBaHO
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa
TpyooBble AencTBuUSA [MoprotoBKka MpOEKTOB  AOKYMEHTOB MO npouedypam  ynpaBneHus
nepcoHarnomMm, y4eTy n ABUXEHUIO NepcoHana
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OpraHuzaumst cucTembl OBUXKEHWS! JOKYMEHTOB MO NepcoHany

C6op 1 npoBepka NMUYHbIX JOKYMEHTOB pabOTHUKOB

MoarotoBka M odopmIieHne Mo 3anpocy paboTHUMKOB U AOIMKHOCTHBIX UL
KOMWiA, BBIMMCOK U3 KaapOBbIX JOKYMEHTOB, CPaBOK, MHhopMaLMn O CTaxe,
nbroTax, rapaHTUaAX, KOMNEHCALMUSX U MHbIX CBeAeHWIA 0 paBoTHUKaX

Bblgaya paboTHUKY KaapOBbIX AOKYMEHTOB O €ro TPYAO0BOW AeATENIbHOCTY

[oseneHve 0o cBefeHunA nepcoHana OpraHmn3aLlunoHHbIX,
pacnopaanTenbHbIX U KaApOBbIX OKYMEHTOB OpraHm3auum

BeneHwne yyeTta paboyero BpemeHun paboTHMKOB

PeFI/ICTpaLI,MFl, y4yeT, onepatnBHOE XpaHeHue OOKYMEHTOB MNo nepcoHany,
NnoAroToBKa K caadve nx B apxmB

Heobxogumble ymeHusi Pa3pabaTbiBaTb NPOEKTbl KAAPOBbIX OKYMEHTOB

OdopmnaTb KagpoBble [OOKYMEHTbI B COOTBETCTBMM C TpeboBaHusMU
TPyAOBOro 3akoHogaTenbctBa Poccunckon ®defepauum n  nokanbHbIMU
HOpMaTMBHbLIMU aKkTaMy opraHusauum

BecT yyeT ¥ permctpauuio KagpoBbIX [OKYMEHTOB B MH(OPMAaLMOHHbIX
cUCTeMax U Ha MaTepuarnbHbIX HOCUTENSX

OpraHu3oBbiBaTb XpaHeHWe KaapoBbiX [JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMsIMM TPYAOBOrO, apXMBHOIO 3akoHogaTenbCcTBa Poccuimckon
denepaumu 1 nokanbHbIMY HOPMATMBHBIMU akTamMu OpraHu3auum

AHaJ'II/ISMpOBaTb KagpoBble OOKYMEHTblI U NepeHOCUTb I/IH(bOpMaLI,I/IIO B 6asbl
OaHHbIX N OTHEThI

PaGoTtatb co crneuvanvavpoBaHHbIMU WMHOPMALMOHHBIMKA CUCTEMaMU U
GasamMu JaHHbIX Mo BEAEHUI0 y4eTa U ABWKEHUIO NepcoHana

Pa3pa6aTblBaTb nnaH KOPPEKTNPOBOK YCTaHOBJTIEHHOIO nopAaaka
Od)OpMJ'IeHMFl OOKYMEHTOB NO nepcoHany wun peann3oBbiBaTb MNPUHATbIE
M3MeHeHuna

KoHTponupoBaTtb npucyTcTBMe paboTHUKOB Ha pabodyem MecTe

CobntogaTb HOPMbI 3TUKKU OENOBOro 00LeHus

Heobxognmble 3HaHMSA nOpFl,EI,OK Oq)OpMJ'IeHI/IFl, BeOEeHNA N XpaHEeHUA OOKYMEHTOB MO nepcoHany

Mopsigok yyeTa [OBWKEHUS KagpoOB W  COCTaBMEHUS  YCTaHOBIIEHHOW
OTYETHOCTM

Mopsgok pacyeTa cTaxa, nbroT, KOMMeHcauun, OdOPMIEHUS MNEHCUN
paboTHMKaM

CTpyKTypa opraHusaumm

TpyOooBoe 3aKkoHOA4ATENLCTBO U MHblE akTbl, coaepKallue HOpMbl TPYAOBOro
npaea
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPABOBbLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMK MO NepcoHany

3akoHogaTenbcTBO Poccuiickon deaepaumm 0 nepcoHanbHbIX AaHHbIX

TexHonoruu, MeToAbl U MEeTOAVKM MPOBEAEHMS aHanMsa u cuctematusaumm
[IOKYMEHTOB 1 UHdpopMaLImK

JlokanbHble HOPMAaTMBHbIE aKTbl OpraHW3auuW, perynupylolme MnopsiaoK
ocbopMIIEHUSI JIOKYMEHTOB MO NepcoHany

OcHoBbl JOKyMeHTOOBOpOTa M JOKYMEHTAaLMOHHOro obecneyeHus

HopMbl 3TukM genosoro obLeHns

basosble OCHOBbI I/IHd)OpMaTMKI/I, CTPYKTYpPHOE NOoCTpOoEeHne
I/IH(*)OpMaLI,MOHHbIX CUCTEM N OCOBEHHOCTM pa6OTbI C HUMU

[pyrvne xapakTepucTnkm

3.1.3. TpynoBas yHKUnA

AOMWHUCTPUPOBAHME NPOLIECCOB 1 YpoBeHb
OKYMEHTOODOopOTa MO Y4ETY U ABMXKEHNIO
Haumenosanme |FO%Y P ysety n i Kopg A/03.5 |(nogypoBeHb) 5
KagpoB, NpeAcTaBNEHNO AOKYMEHTOB MO KBANUCOUKALINN
nepcoHany B rocygapCTBEHHbIE OpraHbl
lNpouncxoxxaeHue TpyaoBon 3ammcTBOBaHO
P e pyA Opwurunan X
YHKLMM 13 opurMHana
Kop, PernctpaunoHHbIN
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa
TpyQoBble AeNCTBUSA OpraHusaumsi AOKYMEHTOOOOpOTa MO YYETY M ABMKEHUIO KaapoB

OpraHusauus ,EI,OKYMeHTOO60pOTa no npeacrtaesfieHNKD OOKYMEHTOB Mo
nepcoHany B rocygapCcrBeHHbIe OpraHbl

MocTaHoBKa Ha y4eT opraHu3aLuy B rocyAapCTBEHHbIX OpraHax

MoaroToBka Mo 3anpocy roCyAapCTBEHHbIX OpPraHoB, MNPOXECCUMOHAmNbHbBIX
COI30B W OpYyrux MNpeacTtaBUTENbHbIX OpPraHoB PaGOTHWKOB OPUrMHAanoB,
BbINUCOK, KOMWUIA JOKYMEHTOB

MogroToBka yBEeOOMIIEHWMIA, OTYETHOW WM CTATUCTUYECKOW WHOpMauUUK no
nepcoHany

MoproTtoBka nHdpopmaLmm o] 3aKIM0YeEHNM TPYOO0BOro nnu
rpakgaHCKo-NpaBOBOro JOroBopa Ha BhINOSIHEHWE paboT (Oka3aHue ycnyr) ¢
rPaXgaHWMHOM,  3aMellaBLlUMM  OOJDKHOCTM  FOCYyAapCTBEHHOW — unwn
MyHUUMMNanbHOM  cnykbbl,  nepeyeHb  KOTOPbIX  YyCTaHaBNMBaETCH
HOpMaTMBHbIMU NpaBoBbIMK akTamu Poccuickon denepaunm

KoHcynbTtaHTtlnioc www.consultant.ru

HageXHasa npaBoBas noaaepXxka
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

Heobxooumble ymeHust OgopMnsTb y4eTHble OOKYMEHTbI, NpeaocTaBnsieMble B rocygapCTBEHHbIe
opraHbl, npodeccroHarnbHble Co3bl U Apyrve npeacTaBUTErNbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro 3akoHopaTenbctBa Poccunckon ®depepauum u  fnokanbHbIMU
HOPMAaTMBHbIMUW aKTaMu OpraHusauum

Pabotatb C MH(bOpMaLI,MOHHbIMM cuctemamm n 6aszamu gaHHbIX NO BEAEHMIO
yd4eTa 1 OBNXKEHUIKO nepcoHana

PaboTtaTb ¢ MHpOpMaUNOHHBIMKU cucTeMamun 1 6azamMun AaHHbIX NO BEAEHUIO
CTaTUCTUYECKON M OTYETHOW MHGPOPMAaLIMK NO NepcoHany

AHanusupoBaTb npaeuna, npoueaypbl ¥ NOPAAOK, perynupylolne npasa u
00653aHHOCTM rOCYOdapCTBEHHbLIX OpraHoB M OpraHvM3auuM no BoMpocam
obMeHa JoKyMeHTaumWel no nepcoHany

Bectn 0enoByko nepenncky

CobntogaTb HOPMbI 3TUKU OETOBOro 00LeHus

Heob6xoammble 3HaHWS TexHonoruu, MeToabl U MeTOOVKW NPOBEAEHMS aHanMaa U cuctemaTusaumm
[IOKYMEHTOB 1 UHCpopMaLImm

OcHoBbI JOKYyMEHTOO60OpOTa M JOKYMEHTALMOHHOrO obecneyeHns

CTpyKkTypa opraHusaumm

HopmaTtumeHble npaBoBble akTbl Poccuiickon Pepepaumm, perynmpyrowme
npaea n 0693aHHOCTM rocygapCTBEHHbIX OPraHoB, NPOdECCUOHANbHbIX
COH30B U ApYyrvx NpeacTaBuTernbHbIX OpraHoB paboTHMKOB MO
npegoCcTaBfeHNo0 y4eTHON JOKYMeHTaunm

TpynoBoe 3aKOHOAATENBLCTBO U UHbIE aKTbl, COAEpKaLlne HOPMbI TPYA0BOIO
npaea

OcHosBbl APXMBHOIo 3akoHoaaTtesibCTBa U HOpMaTMBHbIE NMPaBOBbLIE AKThI
Poccunckon CDe/J,epau,MM, B 4aCTun BeeHNA OOKYMEeHTaun no nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPpMaTUBHbIE aKTbl OpraHn3auunu, perynmpyrolime nopaaok
BeeHNA JOKYMeHTauunn no y4ety n ABMXeHU nepcoHana

Hopmbl 3Tukn Aenosoro obLeHuns

Bba3oBble 0CHOBbLI MHpOPMATKKK, MOCTPOEHMSI UHPOPMALIMOHHBIX CUCTEM U
ocobeHHoCTU paboTbl C HAMMK

[pyrve xapakTepucTnkm
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

YNPaBneHuo NePCOH. ..

HokymeHT npegoctasneH KoHcynbTaHTlnoc

[ata coxpaHeHus: 01.10.2016

3.2. ObobLeHHas TpyaoBas pyHKUNsS

[lesATensHOCTL N0 06ECrIeYeHMio NepcoHarnom YpoBeHb
HanwmeHoBaHune Kon B P

KBanudumnkauum
MpouncxoxaeHve

z . 3anmMcTBOBaHO
0000LLeHHON TpyaoBOM Opwurunan X
13 opurmHana
OYHKLMK
Kon PernctpaunoHHbIn
opurnHana HOoMeEp
npodgeccnoHansHoro
cTaHgapTa

Bo3MoOXHble HanMmeHoBaHUS
JoImKHoCTen, npodeccuin

CneuuanucT no nogbopy nepcoHana
CneuuanucT no nepcoHany
MeHemxep no nepcoHany

TpeboBaHus kK 0Opa3oBaHUIO
n oby4eHuno

Bobicwee obpasoBaHue - 6akanaepuart

[ononHuTensHoe nNpodeccmnoHanbHoe obpasoBaHme - NPorpaMmbl
NOBbILLEHNS KBanudukauum; nporpaMmmbl NPogecCuoHanbHOn
nepenoaroTosky B obnactu novcka n nogbopa nepcoHana

TpeboBaHus K ONbITY
npakTu4eckomn paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKn

KoHcynbTaHnTtlntoc

HageXHasa npaBoBas noaaepXxka

www.consultant.ru
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Mpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxxaeHuM npodeccrmoHanbHoro ctaHaapTa "CneumanmcT no ynpaBreHuo NepCcoH. ..

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

HanmeHoBaHMe gokymeHTa Koa HanmeHoBaHme 6a30BoN rpynnbl, 4OMMKHOCTY (Npodeccun) unm
cneumansbHOCTK
OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYX0 1 yYpeXxaeHUn 3aHATOCTH
EKC - CneuuanuncT no kagpam
- MeHexep no nepcoHany
oKnAaTP 27755 OKOHOMUCT no Tpyay
22956 WHcnekTop no kagpam
KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 12 n3 69
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.2.1. TpynoBas dyHKUMSA

C6op nHdopmaumm o noTpebHoCcTAX YpoBeHb
HavmeHoBaHWe | opraHusauum B nepcoHane Kop B/01.6 |(noaypoBeHb) 6
KBanudunkauum
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npogeccnoHasnbHOro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 nnaHoB, CTpaTerMmn 1 CTPYKTYpbl OpraHn3aLmm

AHanun3s ocobeHHoCTen opraHusauum paboTbl U MpoM3BOACTBA Ha
KOHKPETHbIX paboyumx mecTax

Ananus pblHKA Tpyga no oOpraHu3auuun paGOTbI Ha aHanorm4yHom
npon3BoACTBE U pa6o-w1x MecTax

dopmupoBaHne TpeboBaHUM K BakaHTHOM AOMMKHOCTM  (Mpodheccun,
cneumanbHOCTU) U UX KOPPeKLMS

AHanua pblHKa Tpyga v nepcoHana opraHusauuu rno npodounio BakaHTHOWN
OOJMDKHOCTU (Mpodheccuu, cneumanbHOCTH)

MH(*)OpMI/IpOBaHI/Ie N KOHCYInbTMpOBaHUe pyKOBO,D,MTeJ'Ieﬁ nop,pasp,eneHMﬁ n
OopraHusaumm no BOonpocam pbiHKa Tpyaa B 4acTu obecneyeHuns nepcoHasnom

Heobxogumble ymeHus Cobupatb, aHanmMauMpoBaTb W  CTPYKTypupoBaTb WHdopmaumo 06
0COBEHHOCTSAX opraHM3auun paboT Ha pasnNUYHbIX y4acTkax NPOM3BOACTBA U
Ha KOHKpPEeTHbIXx pabounMx MecTax C y4yeToM Uuenel, 3agay, MMnaHoB U
CTPYKTYpbI OpraHusauum

Cobupatb, aHanuMauMpoBaTb W CTPYKTypupoBaTb WHopmaumo 06
0COBGEHHOCTSAX U BO3MOXHOCTAX KaApOBOro noTeHumana opraHusaumm

Cobupatb, aHanuMauMpoBaTb W CTPYKTypupoBaTb WHdopmaumo 06
0COBEHHOCTSAX pbIHKA Tpyaa, BKIOYas NpeanoxeHns oT nposBanaepoB ycnyr
no noucky, npusneyeHuto, nogbopy n otbopy nepcoHana

dopmupoBate TpeboBaHMS K BakaHTHOM JOIDKHOCTM  (Mpodheccun,
crneumanbHOCTI) U onpedensaTb KpUtepum nogdbopa nepcoHana

BHocutb KOppeKkTupywuwune ceeneHunda B Tpe6OBaHMF| K KaHgungataM Ha
BaKaHTHblEe OOJTKHOCTU (npocbeccmw, cneu,maanocm)

[Monb30oBaTbCA MOMCKOBBIMW CUCTEMaMu U MHAPOPMAaLMOHHBIMKU pecypcamu
ONs MOHWTOpMHIa  pblHKa  Tpyda, [paXgaHCkoro W TPyAoBOro
3akoHopartenbcTBa Poccuiickon ®eaepatmm

KoHcynbTupoBaTb MO BOMpocam pbiHka Tpyda B 4actv obecrneveHus

KoHcynbTtaHTtlnioc www.consultant.ru
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

rnepcoHarnom

CobntogaTb HOPMbI 3TUKM OENOBOro odLeHns

Heobxoaumble 3HaHWSA TexHonorun, metoasl U METOOMKN NPOBEAEHUA aHanMa3a U cuctemaTmaauum
[OKYMEHTOB 1 UHdOpMaLnK

CTpykTypa oOpraHusauMm UK  BaKaHTHble  [OIDKHOCTM  (npodheccuu,
crneymanbHOCTH)

nOpFl,EI,OK onpepgeneHuna I'IepCI'IeKTMBHOIZ 7 TeKyLIJ,eﬁ I'IOTpe6HOCTM B Kagpax

McTouHMKM oBecneyeHmnst opraHnsaumnm Kagpamm

OpraHusaums paboT Ha pasnuuHbIX y4acTkax Mpov3BOACTBA, OpraHMsaLuu,
oTpacnu

O6LWme TeHAeHUMN Ha pbiHKE Tpyda W B OTAEMbHOW OTPAacriu, KOHKPETHOW
npodeccun (GOMKHOCTH, CNeLmManbHOCTH)

OcCHOBbI NCUXOMNOMMN U COLLMONIOTNN TpyAa

OCHOBbI 3KOHOMUKM, OpraHM3aLumn Tpyaa v ynpasneHus

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE akTbl, coaepkallue HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MNPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMM MO NepcoHany

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHW3auuu, perynupyrolime nopsaok
nogbopa nepcoHana

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKMK, CTPYKTYpHOE NocTpoeHne
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

[pyrve xapakTepucTnkm

3.2.2. TpynoBas dyHKUMSA

Mownck, npuBnedeHune, nogdop n otbop YpoBeHb
HanmeHoBaHue |nepcoHana Kop B/02.6 |(noaypoBeHb) 6
KBanudunkauum
MpoucxoxaeHne TpyooBom OpuruHan X 3anmcTBOBaHO
YHKLMM n3 opurmHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHoOro
cTaHgapTa
KoncynbtanTtlintoc www.consultant.ru CrpaHuua 14 13 69

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

TpynoBble AencTeus lMonck BO BHYTPEHHUX M BHELLUHMX UCTOYHMKaX MHopMaumMm o KaHguaartax,
COOTBETCTBYlOLLE TpeboBaHMAM BaKaHTHOW [AOMKHOCTU (NMpodheccun,
cneunanbHOCTK)

Pa3svelleHne cBegeHuMn O  BakaHTHOW  [OIDKHOCTM  (mpodheccuum,
creumanbHOCTI) B cpeacTBax MaccoBOW MHGOpMaL MK

Bbl60p crnocoboB 1 mMeToaoB npuBrevyeHna nepcoHana B COOTBETCTBUMN C
yTBEPXOAEHHBbIMU MNiaHaMu

MpoBepka wuHGpOpMaUMM O KaHAuAaTax Ha BakaHTHble OOIHKHOCTU
(npodheccuu, cneumanbHOCTH)

MpoBeneHne cobecenoBaHWii U BCTPeY C KaHOMAaTaMuM Ha BakaHTHble
OOIMKHOCTU (npodheccuu, cneLmanbHOCTN) ¢ obecneyeHnem obpaTHO CBA3N

OueHka CcOOTBETCTBUS kaHOAMOATOB TpeboBaHWAM BaKaHTHOW OOMMKHOCTU
(npodeccuu, cneumanbHOCTH)

MoagrotoBka npennoxeHun no opMMpoBaHUIO OlompkeTa Ha  MOMCK,
npueneyeHne, nogdop n oTbop nepcoHana

NHbopMmpoBaHne 1 KOHCYNbTUPOBaHUE pykoBoaMTenei noapasneneHuin u
opraHusaumu no Bornpocam npuBrieYeHns nepcoHana ¢ oLeHKown 3aTpat

Heobxogumblie ymeHus OnpepenaTb KpuTepun MOWCKa, nNpuBnedveHus, nogbopa un otbopa
nepcoHana

CobupaTb, aHann3npoBaTb U CTPYKTYpUpOBaTh MHOPMaLMIO O KaHanaaTax
N NpeanoXeHUsIX Ha pbiHKe Tpyaa

Monb3oBaTbCst NOUCKOBBLIMK CUCTEMAMM U MHPOPMAaLMOHHBIMU pecypcamu B
obnactn obecneyeHusa nepcoHanom

[MpUMEHSTb TEXHOMOIMM U METOAMKW MOWUCKa, MpuBrneYeHus, nogbopa wu
oTbopa KaHOMOaToB  Ha BakaHTHble  [OMKHOCTMU (npodbeccuum,
creumanbHOCTN) B COOTBETCTBME C MX cneundmkom

Mcnonb3oBaTtb cpencrtea obecneyeHuns nepcoHanom, BKItoYas
conpoBoOXaeHue

KoHcyrnbTrpoBaTb MO BOMpocaM NpuBIieYeHrst nepcoHarna

CoctaBnate u KOHTpONMMpoBaTb CTaTbM pacxogoB Ha obecneyeHne
nepcoHanom ana nnaHnpoBaHUA OtooxeToB

CobntogaTb HOPMbI 3TUKKU OETOBOro 00LeHus

Heobxognmble 3HaHMSA McTouHnkn obecneyeHms opraHunsauunn Kagpamm

TexHonmorMm W MeToOMKM TMoucka, npuBneveHusi, nogbopa u oTtGopa
nepcoHana

Cuctembl, MeTogbl W OpPMbl MaTepuanbHOro M HemaTtepuanbHoro
CTVMYNUPOBAaHUS TpyAa nepcoHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

TexHonorum n Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

TexHonoruu, MeToAbl M MeTOAUKM NPOBEAEeHWs aHanusa, cucTemaTtusaumu
[IOKYMEHTOB 1 UHpopMaLImK

CTpykTypa oOpraHusaummM W  BakaHTHble  [OOMMKHOCTM  (nNpodpeccuu,
cneunanbHOCTK)

OOwwme TeHOeHUMM Ha pbiHKE TpyAa M B OTAENbHbIX OTpacnsx M Buaax
npogeccnoHanbHON AeaTenbHOCTH

OcCHOBbI NCUXOMNOMMN U COLLMONIOTNMN TpyAa

OCHOBbI 3KOHOMMKM, OpraHM3aLumn Tpyaa v yrnpaBreHust nepcoHasnom

TpynooBoe 3aKoHOAATENLCTBO U MHblE akTbl, coaepKalliue HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMK MO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble akThbl opraHusauummn, perynupyrowme nopanok obecneyeHuns
nepcoHanom

Hopmbl aTukM genosoro obLeHus

Bba3oBble OCHOBbLI MHOPMATUKKN, MNOCTPOEHUS MHAOPMALIMOHHBIX CUCTEM U
ocobeHHoCTU paboTbl C HAMMK

[pyrvne xapakTepucTunkm

3.2.3. TpynoBas yHKUNA

AOMWHUCTPUPOBaHME NPOLIECCOB 1 YpoBeHb
HanmeHoBaHne | JokymeHTOOOOpoTa obecneveHus Kopg B/03.6 |(noaypoBeHb) 6
nepcoHanom KBanudmkaumm
MpoucxoxaeHue TpyooBsom 3anmcTBOBaHO
P A PyA OpwurunHan X
YHKLMM 13 opurnHana
Kop, PernctpaunoHHbIn
opurnHana HoMep
npodgeccnoHanbHoro
cTaHgapTa
TpynoBble AencTBuS AHanu3 npoueccoB AOKYMEHTOOOOopoTa, mnoKanbHbIX OOKYMEHTOB MO

Bomnpocam obecrneyeHsi nepcoHanom

BeneHne wuHopMaumm O  BakKaHTHbIX  OOMKHOCTAX  (Mpodheccusix,
crneumanbHOCTAX) U kKaHauaaTax
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

[oKkyMeHTauMOHHOE COMpOBOXAEHWEe KaHOugaTtoB Ha 3Tanax noucka,
npueneyeHus, nogbopa u orbopa nepcoHana Ha BakaHTHbIE OOIDKHOCTU
(npodeccun,  cneumanbHOCTK), WH(OpMMPOBaAHUE  KaHAMAATOB O
pesynbTatax otbopa

MogrotoBka 3anmpocoB O KaHAMAaTax B rOCydapCTBEHHble OpraHbl, B
criyyasix, NpegycMOTPEHHbIX AEeNCTBYOLWMUM  3aKOHOOATEeNbCTBOM, MU
00paboTka NpefoCcTaBneHHbIX CBEAEHWI

MoarotoBka M 06paboTka yBeAOMIEHWA B T[OCYdapCTBEHHble OpraHbl,
npodeccuoHanbHble  CO3bl W ApyrMe  MpeAcTaBUTENbHble  OpraHsbl
paboTHMKOB MO BOMpocam Moucka, npuBredYeHns, nogbopa u oTb6opa
nepcoHana

ConpoBoxaeHue [oroBopoB no obecneyvyeHuo opraHusaLmm nepcoHarom,
BKno4Yaa npegBapuTenbHble npoueaypbl No X 3akn4YeHuo

Heobxogumble ymeHUsi OGecneunBaTb OOKYMEHTaLMOHHOE COMPOBOXAEHME BbiXOda KaHauaaTta Ha
paboTy 1 NepemMellieHNs nepcoHana

OdopmMnsiTb  JOKYMEHTblI MO Bomnpocam  obecnevyeHuss  KaapoBbIMU
pecypcamu, Heobxoaumble AN NPeAoCTaBfieHMs B rOCyAapCTBEHHbIE
opraHbl, npodeccroHarnbHble CO3bl U ApYyrve npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apxMBHOIO 3akoHogaTenbcTBa Poccunckon dPepepaumm un
nokanbHbIMK akTaMu opraHusauum

AHanuanpoBaTb  [OKYMEHTHI " nepeHocuTb NHOpMaLMIO B
MHOPMAaLIMOHHBIE CUCTEMbI M 6a3bl AaHHbIX O KaHauaaTax

Paboratb C MHd)OpMaLI,I/IOHHbIMM cuctemamm n 6aszamm gaHHbIX Mo BOrnpocam
obecneyeHus nepcoHarnom, BeOeHUK MNOUCKa Wun y4veTa KaHOouOaTtoB Ha
BaKaHTHblEe OOJDKHOCTU (npocbeccmw, cneu,maanocm)

MpousBoauTb NpedBapuTesibHble 3aKynoyHble npoueaypbl U oopMnsTh
CONYTCTBYIOLLYIO JOKYMEHTAaLMIO MO 3aKITYEHNIO [JOFOBOPOB

OpraHu3oBbiBaTb M MPOBOAMTL KOHKYPCbl, OOPMAATb WM aHanusMpoBaTb
KOHKYPCHYIO JOKYMEHTaLUI0

Bectn 0enoByk nepenncky

CobntogaTb HOPMbI 3TUKU OEOBOro 00LeHus

Heobxognmble 3HaHMSA nOpFl,EI,OK Od)OpMJ'IeHMFl, BeeHNA N XpaHeHUa OOKYMeHTauuu, CBsI3aHHOW C
NMONCKOM, NnpuBlie4eHneMm, I'IOLI,60pOM 7 0T60pOM nepcoHana Ha BaKaHTHbIE
OOJIKHOCTU

Mopsagok dopmupoBaHus, BedeHuss 0OaHka [aHHbIX O NepcoHarne
opraHmsaumm u npegocTaBneHnst OTYETHOCTU

OcHoBbI JOKYMeHToobopoTa M OKYMEHTaLUNOHHOrO obecneyeHus

TexHonoruM, MeTogbl U MEeTOAVKM MPOBEAEHMs aHanMsa u cuctematusaumm
[OKYMEHTOB 1 MHCpopMaLmm
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

Mopsagok NnpoBeAeHUs KOHKYPCOB U 0COOPMITEHUST KOHKYPCHOW JOKYMEHTaumm

Mopsigok  nNpoBedeHVMs  3aKymouyHbIX — npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHusaummM W  BakaHTHble  [OOMMKHOCTM  (nNpodpeccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENBbCTBO U MHbIE aKTbl, COAepXKallue HOPMbI TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akKoHoAaTenbCTBa U HOPMAaTUBHbLIE MPaBOBblE€ aKTbl
Poccunckon CDe/J,epau,MM, B 4aCTun BeeHNA OOKYyMEeHTaunn no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble aKkTbl OpraHuM3auuW, perynupylowmne nopsgok  nogbopa
nepcoHana

Mopsagok 3aknoyYeHns AoroBopoB (KOHTPAKTOB)

HopMbl 3TukM genosoro obLeHuns

Bba3oBble OCHOBbLI MHOPMATKKKN, MOCTPOEHUS MHAOPMALIMOHHBIX CUCTEM U
ocobeHHoCTU paboTbl C HAMMK

[pyrve xapakTepucTnkm
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.3. ObobLeHHas TpyaoBas pyHKUNsS

HavMeHOBaHME F Koa c  |Yposers 5
KBanudumnkauum

MpouncxoxaeHve
Z . 3anmcTBOBaHO
0000LLeHHON TpyaoBOM Opwurunan X
13 opurnHana
OYHKLMK
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneumanucT no oueHKe 1 atTecTaumm nepcoHana
JoImKHOCTEeNn, npodeccuin Creuunanuct no nepcoHany
MeHemxep no nepcoHany

TpeboBaHus k Bbicwee obpasoBaHue - 6akanaepuat

obpasoBaHuo 1 06y4eHuto | [lononHuTENbHOE NpodeccruoHanbHoe obpa3oBaHme - MporpamMmbl
NOBbILLEHNS KBaNnudukauum; nporpaMmmbl NPpogecCuoHanbHON
nepenoAroToBkM B 061acTy NpoBEAEHUS OLIEHKM NepcoHana

TpeboBaHus K ONbITY -
npakTu4eckomn paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKn

HanmeHoBaHWe aokymeHTa Kop HanmeHoBaHme 6a30Bon rpynnbl, 4OMKHOCTY (Npodeccun)
Unn cneumanbHOCTU
OK3 2412 CneumanucTbl No Kagpam 1 npodopueHTaLmm
3423 CneumanucTtbl KagpoBbIX CIYXO U yYpPEXAEeHUN 3aHATOCTH
EKC - MeHexep no nepcoHany
OKMNATP 27755 OKOHOMUCT Mo TpyAay
22956 MHcnekTop no kagpam

3.3.1. TpynoBas yHKUNA

OpraHusaumsi 1 NpoBEAEHNE OLEHKN YpoBeHb
HanmeHoBaHue |nepcoHana Kopg C/01.6 | (nogypoBeHb)
KBanudmkauum
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

lNpouncxoxxaeHne TpyaoBon 3anmMcTBOBaHO
P A PyA OpwurunHan X
YHKLMM 13 opurMHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa
TpyooBble AencTBuUSA AHanus CTPyKTypbl, MNNaHOB W BakaHTHbIX [JOIXHOCTEW (npocdheccun,

crneumanbHOCTEN) opraHusaumm, ocobeHHocTelr opraHusdauum paboTbl Ha
pas3nNMYHbIX y4acTkax NPOU3BOACTBA U KOHKPETHbIX pabounx MecTax

PaspaGoTka nnaHa OLEHKW nepcoHana B COOTBETCTBUMM C  LensMu
opraHusaLmm

OueHka AMHaMUKMN NPOU3BOAUTENBHOCTU, MHTEHCUBHOCTU U 3h(EKTUBHOCTU
TpyAa Ha pabounx mecTtax

OnpefeneHne pecypcoBs, BbIGOp CPeacTB M METOAOB MPOBEAEHMUS OLEHKM
nepcoHana

lNpoBeaeHne oLeHKM NepcoHasna B COOTBETCTBUM C NilaHaMun opraHmsawmm

COI'IpOBO)K,EI,eHMe JoroBoposB C  OopraHusaunamMmm - nenonHutTenamm
MepoanﬂTMlZ no oOueHKe nepcoHana, BKM4YaAa npeaBapuTeribHbie
npouenypbl N0 UX 3aKNOYeHUo

KoHcynbTMpoBaHue nepcoHana Mo BOMPOCaM OLEHKM, BKMOYas OLIEHKY
3atpar

AHanMa peaynbTaToB OLIEHKM MepcoHana, MoAroToBka pekoMeHaauui
PYKOBOACTBY U NepcoHany

MogroToBka npep,nomeHMﬁ no (*)OpMMpOBaHMPO Bropxeta no opraHusauunm n
nposegeHnto oLueHK nepcoHana

Heobxogumble ymeHusi OnpegensTe napameTpbl U KPUTEPUM OLIEHKM NepcoHana

Onpep,enmb N NpuMEeHATb cpeactBa U MeTodbl MnpoBeaeHUuA OLEeHKAU
nepcoHana

BbigensTe (onpeaensTb) rpynnbl nepcoHana Ans NpoBeaeH sl OLEeHKN

Onpep,enmb MHTEHCUBHOCTb TpyAda M 30Hbl MOBbILLIEHUA Sde)eKTI/IBHOCTM
nepcoHana

OnpegensaTe MOTUBaLMOHHbIE (DAaKTOPbI NPOBEAEHNS OLIEHKM NepcoHarna

CocTaBnsiTb U KOHTPONMPOBATb CTaTbM PACXOAOB Ha OLLEHKY NepcoHana ans
nnaHNpoBaHUs O4KeTOB

Ob6ecneunBaTtb OpraHM3aLNOHHOE COMPOBOXAEHUE OLIEHKM NepcoHana

Ob6ecneunBatb COXPAHHOCTb KOHMAEHUMAnNbHOW  MHGOpPMaLMM  Npu
NpoOBEeAEHUN OLIEHKM nepcoHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OpraHu3oBbiBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOro, apxMBHOIO 3akoHogartenbcTBa Poccunckon dPepepaumm un
nokanbHbIMW HOPMaTUBHBIMKW aKkTaMu OpraHM3aLum

Cobupatb, aHanuavpoBaTb W  CTPYKTypuMpoBaTb  WHpopmaumo o
NpeanoxeHusix No oLeHKe NepcoHana Ha pbiHke Tpyaa

MpousBoauTb npenBapuTenbHble 3aKyrno4Hble npouenypbl U odopMnATb
COoNyTCTBYHOLY AOKYMEHTALUMIO MO 3aKni4eHnto 4oroBopos

OnpegenaTe ycrnoBust [N 3aKMlOYeHUs [OrOBOPOB HA  ycryrM no
MPOBEAEHUIO OLIEHKM NepcoHana

CuctemaTtusmposatb, obobwatb M aHanuMaMpoBaTb pes3ynbTaTtbl OLEHKAU
nepcoHana

Ob6ecneunBatb O0OpaTHYK CBsA3b MO pe3ynbTatam MPOBEAEHHOW OLEHKU C
nepcoHasnoM U pykoBOACTBOM

Monb3oBaTbCA MOUCKOBBLIMU CUCTEMaMU, UHPOPMALIMOHHBIMU pecypcamn U
6Gasamu AaHHbIX MO NPOBEAEHUIO OLIEHKM NepcoHana

PaspabatbiBaTb pekoMeHAauuMM Mo pasBUTUIO MepcoHara Ha OCHOBe
NPOBEOEHHOMN OLIEHKMN

CobntogaTb HOPMbI 3TUKKU OEMOBOro 00LeHus

Heobxoaumble 3HaHUSA TexHonorun n meToabl onpeaeneHns NpodeccnoHanbHbIX 3HaHUA, YMEHNIA 1
KOMMEeTEHL M

TexHonornm n MeToabl OLEHKN IMYHOCTHBIX KavyecTB U XapaKTepucTuk

Cuctembl, meTOoabl W (bOprI mMmatepuanbHOro un HemMaTtepuanbHOro
CTUMYyNMpoBaHuA Tpyaa nepcoHarna

TexHonorum n Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

TexHomnoruu, MeTodbl U MEeTOOVKWU NPOBEAEHMs aHanMa3a U cuctemaTusaumm
[IOKYMEHTOB 1 UHCpopMaLImK

OcHoBbl 06LLeit U coumanbHOW MCUXOMOTUK, COLMOMOrMKU U MCUXONorum
TPyna

OcHoBbI NPON3BOACTBEHHON AEATENBHOCTM OpraHM3aLmm

Mopsigok  npoBedeHMs  3aKymouyHbIX — npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNUM

CTpykTypa oOpraHusauMm W  BaKaHTHble  JOIMKHOCTM  (npodheccuu,
creymanbHOCTH)

TpynooBoe 3aKkoHOAATENLCTBO U MHblE akTbl, coaepKallue HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMK Mo nepcoHany
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyrume nopanok
OUEeHKM nepcoHana

Mopsaok 3aknoyYeHnss 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBsble OCHOBBbI NMHOPMaTUKHK, CTPYKTYpHOE NnocTpoeHne
WMH(POPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMU

[pyrve xapakTepucTnkm

3.3.2. TpynoBas dyHKUMSA

OpraHunzauus n npoBegeHne atrectauum YpoBeHb
HavmeHoBaHue |nepcoHana Kop C/02.6 |(nogypoBeHb) 6
KBanudunkauum
lNpouncxoxaeHne TpyaoBon 3anmMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHoOro
cTaHgapTa
TpyooBble AencTBuUSA AHanu3 CTpyKTypbl, MNMaHOB W BakaHTHbIX JAOMMKHOCTen (npodheccun,

crneumanbHOCTEN) opraHu3auumn, ocobeHHOCTen opraHusauuu paboTbl Ha
Pas3nNMYHbIX y4acTkax NPOMU3BOACTBA U KOHKPETHbIX pabounx MecTax

PaspaboTka npoekToB LOOKYMEHTOB, onpenendarumx nopAanok arrecrtauun
nepcoHana, ¢ oLeHKon 3aTpar

ConpoBoxaeHue npouecca aTrectauum u  paboTbl  aTTeCTaALMOHHOMN
KOMMcCUm

MogroToBka npeanoXeHun No opmMmpoBaHmio GrogxeTa Ha opraHu3aumo u
npoBegeHne aTrecTauumn nepcoHana

lMogrotoBKka NpeanoXeHui O COOTBETCTBMM pPabOTHUKA  [OIMDKHOCTU
(npodpeccuun, cneumnanbHOCTM) NO pesynbTatam aTTecTauumn B COOTBETCTBUM
C 3aKkoHogaTenbcTBoM Poccunckon ®enepaunm

Heobxognmblie YMEeHUaA Onpep,enmb napamMeTpbl N KpUTepun attectaunum nepcoHana

OnpenenaTb U NPUMEHSTb CPEACTBa U MeTobl aTTecTalum

BblogensTtb rpynnbl nepcoHana anda nposeneHnd atrectaunm

ObecneuunBaTb [OKYMEHTaLVOHHOoe conpoBoXaeHue aTTecTauumu
nepcoHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

CocTaBnsATb M KOHTPONMPOBATb CTaTbM pPacXoOB Ha aTTecTauumio
nepcoHana Ans nnaHMpoBaHus GoaxeToB

Monb3oBaTbCA WHGOPMALMOHHBIMM pecypcamn 1 Gasamy OaHHbIX MO
npoBeAeHunto aTTecTauum

Bectn yy4eT N permctpaunto JOKYMEHTOB B MH(*)OpMaLI,I/IOHHbIX cucremax m
Ha MaTtepuaribHbIX HOCUTENAX

OpraHu3oBbIBaTb XpaHEHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPyOooBOro, apxmBHOro 3akoHogaTenbcTBa Poccuickon depepaumm wn
NOKanbHbIMU JOKYMEHTaMN opraHv3aumm

MpousBoauTe nNpeaBapuTenbHbIe 3aKyrno4yHble npouenypbl U odopMnATb
CONyTCTBYHOLY AOKYMEHTALMIO MO 3aKnk4eHnto 4oroBopos

CobntogaTb HOPMbI 3TUKU OEOBOro 00LeHus

Heobxoagnmble 3HaHMSA nOpﬂ,EI,OK N TeXHOonorna nposeaeHna atrectaumm

TexHomormn W MeToabl OnpederieHns u  OueHKU MpodyeCcCUOHarbHbIX
3HaHUN, YMEHUA N KOMNETEHL M

Cuctembl, MeTodbl M (OPMbl MaTepuanbHOrO W HemaTepuanbHOro
CTVMYNUPOBaHUS TpyAa nepcoHana

TexHonornn n metoapl d)OpMI/IpOBaHI/IFI N KOHTpONnA OookeToB

TexHonorun, MeToAbl U METOAVKM NPOBEAEHNS aHanM3a u cucteMaTmaauum
[OKYMEHTOB M UHGpopMaLm

OcHosBbl I'IpOI/ISBO,EI,CTBeHHOﬁ OeATenNbHOCTU opraHmn3aunmn

OcHoBbl 00LWEen M coumanbHOM MCUXOMOTrUKN, COLMOMOMMMU U MCUXOMOrm
TpyAa

Mopsimok  npoBedeHUst  3aKynmouyHbIX  Mnpouedayp W odopmMieHust
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHuM3auMmM W BakaHTHble  [OOMMKHOCTM  (npodheccuu,
creymanbHOCTH)

TpynoBoe 3aKOHOAATENBLCTBO U MHbIE aKTbl, CoAepXallMe HOPMbI TPYOOBOrO
npasa

OcHoBbI apXMBHOIro 3akoHoaaTesNnibCTBa M HOPMATUBHbIE MPABOBbLIE aKTbl
Poccunckon CDeD,ean,MI/I, B 4aCTun BeeHNA OOKyMeHTauun no nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHum3auuun, perynupyrwine nopanok
OUEeHKM nepcoHana

Mopsgok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

basosble OCHOBbI MHOPMaTUKMK, CTPYKTYpHOE nocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu -

3.3.3. TpynoBas yHKLMSA

AZMWHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HavmeHoBaHWe | AOKYMEHTOOBOPOTA Npy NPOBEAEHUN OLIEHKN Kop C/03.6 |(nogypoBeHb) 6
N aTTecTaumm nepcoHana KBanudmkaumm

MpoucxoxaoeHve TpyooBomn 3anmcTBOBaHO
P A PyA Opwurunan X
OYHKLNK 13 opurMHana

Kon PernctpaunoHHbIn
opurMHana HOoMeEp
npogeccnoHanbLHoOro
cTaHgapTa

pr,EI,OBbIe nencTeus Ananus npoueccos ﬂOKyMeHTOOGOpOTa, NOKalbHbIX JOKYMEHTOB MO OLEHKe
narrecrtaynm nepcoHana

OpraHunsaumMoHHOE COMPOBOXKAEHWE MEPOMPUSTUIA MO OLEHKe nepcoHana u
ero atrectaumu

OdopmneHune npoLiecca 1 pesynbTaToB aTTecTalum nepcoHana

WHbopmmpoBaHue nepcoHana o pesyrnbTatax OLeHKU 1 aTTecTaunm

MoaroTtoBka NpeanoXeHWM MO PasBUTUIO MNepcoHana no pesynbTatam
OLIEHKM

COI'IpOBO)Kﬂ,eHMe 0orosopos no OKasaHuo KOHCYIbTalUNOHHbIX n
I/IHd)OpMaLI,MOHHbIX ycnyr no oueHke n atrtectauunn nepcoHana

Heobxogumble ymeHUsi OGecneunBaTb JOKYMEHTALIMOHHOE COMPOBOXAEHWE OLEHKU U aTTecTaumu
nepcoHana

O(*)OpMJ'IFlTb LOOKYMEeHTbl NO BOMNpoCaM OUEeHKNM U aTtTectaunun nepcoHana,
npenocrtaendemMble B rocydapCTBeHHbIE OpraHbl, I'IpO(beCCI/IOHaJ'IbeIe
COHO3bl 1 Apyrne npeancraBuUTesibHbIE OpraHbl pa6OTHI/IKOB

AHanusupoBaTb MpaBuna, npoueaypbl U MOPsSAKA MPOBEOEHUS] OLEHKU W
aTTecTauuy nepcoHana

Bectn yy4eT n permctpaunto JOKYMEHTOB B I/IH(*)OpMaLl,I/IOHHbIX cucremax u
Ha MaTtepuaribHbIX HOCUTENAX

OpraHu3oBblBaTb XpaHeHWEe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsAMMU
TpyaoBOro 3akoHogartenbctBa Poccuiickon depepauum 1 nokanbHbIMU
aKkTamu opraHusaLmm

Bectn genosyto nepenncky
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

PaGotaTtb ¢ MWHMOPMALMOHHBIMU cuUcTeEMamMn U 6GaszaMu [aHHbIX MO
BOMpocaMm MNpoBedeHUs OLeHKU M aTTecTauuu nepcoHana, BefeHuo ydyeTa
KaHAWOaTOB Ha BakaHTHble JOIMKHOCTU (Npodpeccum, cneumanbHOCTL)

AHanusupoBaTb  [OKYMEHTbI U MEepeHocUTb  MHdopmauuio B
MHpOPMALMOHHBIE CUCTEMBI U 6a3bl AaHHbIX

CobGnogaTb HOPMbI 3TUKM OENOBOro 0bLeHns

Heobxoaumble 3HaHuSA Mopsagok oopMneHuns, BeAeHNa U XpaHeHUs AOKyMeHTauun, CBA3aHHOMW C
npoBefeHNEM OLEHKM U aTTecTauumn nepcoHana

nOpﬂ,EI,OK d)OpMMpOBaHMﬂ, BegeHMss ©aHka JaHHbIX O nepcoHane
opraHusauunmn n npegoctaBrieHNAa OTYETHOCTU

Mopsigok  MpoOBedeHUs  3aKymouyHbIX  mpoueayp W odopmMiieHust
COMYTCTBYIOLLEN OKYMEHTaLMUM

Mopsiaok ochopMneHus [IOKYMEHTOB, npenocTaBnsemMbix B
rocyqapcTBeHHble  opraHbl, MNpPOdEecCUMoHanbHble CO3bl U Apyrue
npeacTaBuTenbHbIE OpraHbl paGoTHUKOB

OcHoBbI JOKYyMeHToOBopOoTa U AOKYMEHTaLUMOHHOIo obecneveHuns

CTpykTypa oOpraHuM3auMmM W BakaHTHble  OOIMKHOCTM  (npodheccuum,
crneumanbHOCTH)

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, CoAepXKallme HOPMbl TPYOOBOro
npaea

OCHOBbI apXMBHOro 3akoHoAaTenbCTBa U HOPMATUBHbLIE MPABOBbIE aAKTbI
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMM NO NepcoHany

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

TexHonorun, MeToAbl U METOAVKM NPOBEAEHNS aHanM3a 1 cucteMaTmsaunm
[OKYMEHTOB 1 MHGpopMaLmm

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auuun, perynumpyroume nopanok
OLEeHKM KN aTtTecTaumnm nepcoHana

Mopsagok 3aknoyYeHns AoroBopoB (KOHTPAaKTOB)

HopMbl 3TUKM Aenosoro obLeHuns

basoBsble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NnocTpoeHne
I/IHd)OpMaLI,MOHHbIX CUCTEM U OCOBEHHOCTM pa6OTbI C HUMU

[pyrvne xapakTepucTnkm -
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

YNPaBneHuo NePCOH. ..

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.4. ObobLeHHas TpyaoBas pyHKUNS

[lesiTensHOCTL Mo pa3suTuio NepcoHana YpoBeHb
HanwmeHoBaHune Kon D P 6
KBanudumnkauum
MpouncxoxaeHve
z . 3anmMcTBOBaHO
0000LLeHHON TpyaoBOM Opwurunan X
13 opurmHana
OYHKLMK
Kon PernctpaunoHHbIn
opurnHana HOoMeEp
npodgeccnoHansHoro
cTaHgapTa

Bo3MoXHble HanmeHoBaHUS
JoImKHOCTEeNn, npodeccuin

CneuuanucT no pasBuUTUIo U 0BYyYeHnIo NepcoHana
CneuunanucT no pasBuUTUIO Kapbepbl NepcoHana
CneumanucT no nepcoHany

MeHegpkep no nepcoHany

TpeboBaHus k
0bpas3oBaHuo 1 06Yy4YEHNIO

Bbiclwee obpasoBaHue

[ononHuTensHoe NpodeccnoHanbHoe obpa3oBaHme - NPOrpaMmbl
MOBbILLEHUS KBanudpukaLmm; nporpamMmmbl NpoecCnoHanbHom
NnepenogroToBky B 06/1acTy opraHn3aLmMoHHOro 1 NpodgeccnoHansHoro
pas3BuTUSA NepcoHana

TpeboBaHus K ONbITY
npakTu4eckon paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTukm

JlononHuTenbHble XapakTepucTUKn

HanmeHoBaHne OoKymeHTa Kog HanmeHoBaHune 6a3oBon rpynnbl, 4OMKHOCTU (Npodheccun)
Unu cneynansHoOCTH
OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYX0 1 yYpeXxXaeHWn 3aHATOCTH
EKC - MeHepxep no nepcoHany
OKMATP 27755 OKOHOMUCT o Tpyay
22956 MHcnekTop no kagpam
3.4.1. Tpynosas pyHKLMA
HanmeHoBaHue | OpraHusauus n npoegeHune meponpuatun no| Kopa D/01.6 |YpoBeHb E|
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pas3BUTUIO U MOCTPOEHMIO NPOdeCCUOHANBHOM (noaypoBeHb)
Kapbepbl NepcoHana KBanudmkauum

MpoucxoxaeHue Tpyoosom
OYHKLMK

X 3anmcTBOBaHO

OpwuruHan
P 13 opurnHana
Kon PernctpaunoHHbIn
opurMHana HOMeEp
npodgeccnoHanbHoro
cTaHgapTa

TpynoBble AencTems

AHanua CTpykTypbl, N1aHOB 1 BaKaHCUA OpraHn3auum

AHanns ocobeHHoCTEN pa6OTbI Ha pas3fiM4yHbIX y4YacCTKax npou3BoacTBa U
KOHKPETHbIX pa60Lw1x MecTax

MoarotoBka MPOEKTOB [OOKYMEHTOB, OMpedensioWwmnx Mopsaok pasButus
nepcoHana u NocTpoeHust NPodecCUoHanbHOM Kapbepbl C OLIEHKON 3aTpat

Pa3paboTka nnaHoB npodeccrMoHanbHOM kapbepbl paboTHMKOB

dopMUpoBaHne KaapoBoro pesepsa

OpraHusaums MeponpuUATUn no pasBuUTHIO " NMOCTPOEHWUIO
npoeccnoHanbLHON Kapbepbl NnepcoHana

MogroToBka NpeanoXxeHnn nNo GopMmnpoBaHnio bBrogxeTa Ha opraHusauunio 1
nNpoBegeHne MeponpuaTU N0 Pa3BUTUIO U NMOCTPOEHMIO NPOdECCUOHANBHON
Kapbepbl NepcoHana

AHanu3  9dEeKTUBHOCTM  MepornpusaTMA  NO  pasBUTUMIO  NepcoHana,
MOAroTOBKa NPEANOXEeHUA Mo pasBUTUIO

Heobxogumble ymeHus

AHanusnpoBaTb ypoBeHb 0OLero pasBuTUa U NpodecCUoHanbHOM
KBanudukauumn nepcoHana

OnpepnenaTbe KpaTKOCPOYHble U AOMrOCPOYHbIE MNOTPEBHOCTM pa3BUTUS
nepcoHana 1 NoCTpoeHus ero NPogeccrMoHanbLHOM Kapbepbl

OnpegenaTb kpuTepun hoOpMUPOBAHUS KAAPOBOro pe3epBa opraHusaumm

CocTtaBnsaTtb nHaonBnayarbHbl€ NiiaHbl KAPbEPHOro pa3BuUTUA nepcoHana

[MpUMEHSTE TEXHOMOrMM U METOAbl Pa3BUTUS MNepcoHana M MOCTPOEHUS
npogeccnoHanbHON Kapbepbl

CocTtaBnsaTtb npennoXxeHna wu KOHTporMpoBaTb CTaTbM pacxodoB Ha
nporpaMmmbl U MepPOonpuUATNA Nno pas3BUTUIO MNepcoHana W noCTPOEHUIO
I'IpO(*)eCCI/IOHaJ'IbHOﬁ Kapbepbl And nnaHnpoBaHUA OrooxeToB

Onpepenate 3PEKTUBHOCTb MEPOMPUATUA MO Pas3BUTUIO MepcoHana u
NOCTPOEHMIO NpoheccMoHanbHOM Kapbepbl

Pabotate Cc wWHdoOpMaLMOHHBIMKU cuctemamm KW 6Hasamum  [aHHbIX NO
nepcoHany
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CobntogaTb HOPMbI 3TUKU OEOBOro 00LeHus

Heob6xoammble 3HaHWS Cucrema, cnocobbl, MeToAbl, WUHCTPYMEHThI NOCTPOEHUs
npodeccuoHanbHoM Kapbepbl

MeToabl onpegeneHnss U OLEHKM JIMYHOCTHBIX U NpodhecCuoHanbHbIX
KOMMEeTEHL M

Cuctembl, MeTogbl W OpPMbI  MaTepuanbHOrO UM HemaTepuarnbHOro
CTVMYNUPOBAaHUS TpyAa nepcoHana

TexHomnoruu, MeToAbl (OPMMPOBaHMS U KOHTPONS BloaKeToB

TexHonorun, MeToabl U MeTOAVKM MPOBEAEHMS aHanMsa u cuctemaTusaumm
[OKYMEHTOB 1 MHGpopMaLmm

OcHoBbl NpodeccmnoHanbHOM opueHTaLmm

OcHoBbI JOKYyMEHTOO6OpOTa M JOKYMEHTALMOHHOrO obecneyeHuns

OcHosBbl I'IpOI/ISBO,EI,CTBeHHOﬁ OeATeNnbHOCTUN opraHmn3alnn

OcHoBbl 06LLeit U coumanbHOW MCUXOMOTUU, COLMOMOrMU U MCUXONOorum
TpyAa

CTpykTypa opraHusaumMm UK  BakaHTHble  [OIDKHOCTM  (npodheccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKallue HOPMbl TPYAOBOIO
npaea

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMAaTMBHbIE aKTbl OpraHW3auuW, pPerynupylolme MnopsiaoK
pa3BUTUSA 1 NOCTPOEHNSA NPOJEeCCUOHANBHON Kapbepbl NepcoHana

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl aTnkn genoBoro o6eHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE NnocTpoeHne
MHPOPMAaLIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu

3.4.2. Tpynosas pyHKLMSA

OpraHusauns oby4yeHus nepcoHana YpoBeHb
HanmeHoBaHue Kopg D/02.6 |(noaypoBeHb) 6
KBanudunkauum
MpoucxoxgeHne TpygoBon OpuruHan X 3anMMcTBOBaHO
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
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opurMHana Homep
npogeccnoHasnbLHOro
cTaHdapTa
TpynoBble AencTBus AHanu3 pbliHKa obpasoBaTenbHbIX YCIyr U MOTPEOHOCTEN opraHuM3auum B

o0y4yeHun nepcoHana

PaspaGOTKa nnaHoB, MeEeTOANYECKMX MaTepunanos, y‘-le6HbIX nrnaHoB w
nporpamMmmMm, MNpOEKTOB JIOKaJlbHbIX aKTOB IO o6yqumo n pasBuTUO
nepcoHana, BKr4aa OUueHKy 3aTtpart

OpraHusaunst MmeponpuaTuin o 06y4eHnto nepcoHana

MogroToBka npeanoXeHun no @opMmMpoBaHM0 OrogKeTa Ha opraHuM3aunio
obyuyeHusa nepcoHana

AHanns adhpeKkTUBHOCTM MEPONPUATUIA MO 00YYEHNI0 NepcoHana

Heobxognmelie yYMeHUaA AHaJ'II/ISMpOBaTb n onpenenatb I'IOTpe6HOCTI/I B o6yquvw1 roynn nepcoHana B
COOTBETCTBUM C LendMn opraHnsauunm

Pa3p868TblBaTb nnaHbl  NOAroToBKW, nNepenoarotoBkM W MNoBblLLEeHUA
KBaJ'IM(bI/IKaLI,MI/I Kagpos, yqe6Hb|e nnaHbl U NporpamMmmbl

AHanusnpoBaTb pbIHOK 06pasoBaTesibHbIX YCIyr U FOTOBUTb MpPeasiokKeHus
Mo NoCTaBLLMKaM YCyr

OpraHun3oBbIBaTb 0Gy4atoLLe MeponpuaTUs

CocTaBnsiTb U KOHTPONMPOBaTbL CTaTbW pacxodoB Ha obydeHue nepcoHana
Ans NNaHnpoBaHus GrokeToB

Pa3pa6aTblBaTb N KOMMNJEKTOBATb yqe6Ho-MeTonmquKme LOOKYMEHTbI

Mpon3BoanTb oueHKY 3dEKTMBHOCTN 0Oy4eHMs nepcoHana

npOI/I3BOLI,I/ITb npeaBpaputernbHblie 3aKyrnodHble npoueanypbl U O(bOpMJ'leHMe
COI'IyTCTByI'OLIJ,eIZ OOKYMeHTauunmn no 3aKkrnn4eHmno 0orosopos

PaGotaTtb C WHMOPMALMOHHLIMK cUCTEMaMM U 6azaMu [OaHHbIX MO
nepcoHany

PaspabaTbiBatb M 0OpPMISATE [OKYMEHTHl MO MNpoLeccam opraHvM3auum
06y4yeHns nepcoHana u nx pesynbtatam

CobnogaTb HOPMbI 3TUKM OEnoBOro ooLweHns

Heobxogumble 3HaHWs MeTogbl, MHCTPYMEHTbI UCCIieAoBaHNsA NOTPEGHOCTH B 06y4YeHnM nepcoHana

MeTogonorusi obyyeHus

TexHonorun, MeToabl U MEeTOAVKM MPOBEAEHMs aHanMsa u cuctematusaumm
JOKYMEHTOB M MHGpopMaLmm

rlOpFl,D,OK pa3pa60T|<M nrnaHoB MoAroToBKM, nepenoarotoBkh M MnoBblLLEeHUA
KBaJ'II/Id)I/IKaLI,MI/I Kagpos, y‘-le6HbIX nnaHoB 1 nporpamMmm
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Cuctembl, MeTogbl W OpPMbI  MaTepuanbHOrO UM HemaTepuarnbHOro
CTVMYNUPOBaHUS TpyAa nepcoHana

TexHonornn n metoapl d)OpMI/IpOBaHI/IFI N KOHTpONA OrooxeToB

Mopagok BedeHWa yveTa M OTYETHOCTM MO MNOALFOTOBKE U MOBLILIEHUIO
KBanudukauum nepcoHana

OcHoBbI JOKYyMEHTOO60OpPOTa M JOKYMEHTALMOHHOIO obecneyeHns

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENNIbHOCTU OpraHmn3aunm

OcHoBbl 06Leit U coumanbHOW MCUXOMOTUM, COLMONOrMU U MCUXOMOrum
TpyAa

Mopsigok  nNpoBedeHVMs  3aKyMouyHbIX — Mpouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNUM

CTpyKTypa opraHusaumm

TpynooBoe 3aKkoHOAATENLCTBO U MHblE akTbl, coaepKallue HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMM Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon denepavinm

OcHoBbl 3akoHOgaTeNnbCTBa 06 06pasoBaHmMm Poccuickon denepaumm

3akoHogaTenbcTBO Poccuiickon deaepalmm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbLIE aKTbl OpraHM3auuu, perynupytowme obyyeHue
nepcoHana

Mopsaaok 3aknoyYeHns AoroBopoB (KOHTPAKTOB)

Hopmbl aTukn genosoro obLeHuns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE nocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Opyrve xapaKkTepucTuKu

3.4.3. TpynoBas yHKUNA

OpraHu3aums agantaumm n CTaXX1pOBKM YpoBeHb
HanmeHoBaHue |nepcoHana Kopg D/03.6 |(noaypoBeHb) 6
KBanudumkauum
MpoucxoxaeHue Tpyoosom OpurvHar X 3anmcTBOBaHO
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMmep
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npogeccnoHanbLHOro
cTaHgapTa

TpynoBble AeCTBUS AHanu3 ycrewHbIX KOprnopaTuBHBLIX MPakTWK MO OpraHv3auuy agantauuu u
CTaXXMPOBKE NnepcoHana

PaspaboTka nnaHoB ajanTtauun, CTaXKUPOBKU NepcoHana ¢ OLeHKon 3aTpat

OpraHuzaumsi MeponpuaTUiA No aganTtaumu, CTaKUPOBKe NepcoHana

MogroToBka npe,qnomeHMﬁ Nno COBEpPLUEHCTBOBAHUIO CUCTEMbI agantauunu,
CTaXXMPOBKKM nNepcoHana

MoarotoBka NpeanoXxeHui no popMmMpoBaHUI0 GOKeTa Ha opraHM3auuio
agjanTauumn N CTaXXUpOBKM NepcoHana

AHann3 adeKTUBHOCTM MeponpuUAaTU MO  ajantaumm U CTaXupoBKe
nepcoHana

Heobxogumble ymeHusi OnpegenaTb rpynrnbl NepcoHana Afs CTaXkMPOBKU U aganTaumm

OﬂpeﬂeﬂﬂTb pa6o-||/|e MecTa AnAa npoBegeHna CTaXupoBKM U apanTtaunmn
nepcoHana

CornacoBbiBaTb MEPOMNPUSATUS aaanTauyun U CTaXUPOBKM C BO3MOXHOCTAMMU
NnpPou3BoACTBa

Mpou3BoauTb aHanM3 U OLEHKY pes3ynbTaToB ajanTauuu U CTaXMpPOBOK
nepcoHana

CocTtaBnsaTtb npennoXxeHna wu KOHTporMpoBaTb CTaTbM pacxodoB Ha
nporpamMmmbl U MeponpuATUA No agantauum n CTaXnpoBKe nepcoHana and
nnaHnpoBaHuA OooxeToB

Mpon3BoauTb OLEHKY 3(P(eKTUBHOCT MeponpuaTMi No agantaunm W
CTa)XMpPOBKe nepcoHana

BHeD,pFlTb CUCTEMbI BOBJ1e4YeHUsA pa6OTHMKOB B KOPNOPaTUBHYHO KyIbTypy

Wcnonb3oBaTb MHOPMALMOHHbLIE CUCTEMBI M Ba3bl AaHHbIX MO NepcoHany

CobnogaTb HOPMbI 3TUKM OEnoBOro odLweHns

Heobxoaumble 3HaHWSA MeToabl aganTaummn U CTakUpoBOK

TexHomnoruu, MeTodbl U MEeTOOVKWU NPOBEAEHMS aHanMa3a U cuctemaTusaumm
[OKYMEHTOB 1 UHGpopMaLmm

Mopsinok paspaboTkM NNaHoB aganTauuu nepcoHana Ha HOBbIX paBoumx
MecTax, MoAroToBKWM, MNEepenoaroToBkM U MOBbIWEHWs  KBanudukauum
nepcoHana u opraHv3aLUmnm CTaXnpoBoK

Mopsigok CcoCTaBneHMss CMeT 3aTpaT Ha ajanTauuilo U CTaXWpOBKY
nepcoHana

nOpFl,EI,OK BeJeHNA y4veTa U OTYHEeTHOCTU Nno afgantTauun u CTaXXupoBkKe
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nepcoHana

Cuctembl, meTOoabl W (bOprI mMmatepuanbHOro un HemMmaTtepuarnbHOro
CTUMyNMpoBaHuA Tpyaa nepcoHarna

TexHonorum n Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

OcHoBbI TEXHOMOMMN npounssoacTBa U AeATENNbHOCTUN OpraHmn3aunm

OcHoBbl 06Leit U coumanbHOW MCUXOMOTUU, COLMONOrMU U MCUXONOorum
TpyAa

CTpykTypa oOpraHusauMm W  BaKaHTHble  [OIKHOCTM  (npodheccuu,
crneymanbHOCTH)

TpyOooBoe 3aKoHOAATENLCTBO U MHblE akTbl, coaepXallue HOpMbl TPYAOBOro
npaea

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbCcTBO Poccuickon deaepaumm 0 nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHu3aLum, perynvpyrowme aganTtauuio 1
CTaXXMPOBKY NepcoHarna

OcHoBbI JOKYyMeHToOBopoTa U AOKYMEHTaLUOHHOro obecneveHuns

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3TnkM genoBoro o6weHns

basosble OCHOBBbI NMHOPMaTUKHK, CTPYKTYpHOE nocTpoeHne
NMHPOPMAaLIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.4.4. Tpynosas pyHKLMSA

MWHUCTPUPOBaHNE NPOLLECCOB U
ﬁgk MeHTopo6pop0Ta no Ea:BVITVHO n YpoBeHb
HanmeHoBaHue y . Kop D/04.6 |(noaypoBeHb) 6
npodgeccunoHanbHoOn kapbepe, 0by4eHuio,
KBanudunkauum
agantauumn 1 CTaXMpoBKe NepcoHana
lNpouncxoxaeHne TpyaoBon 3anmMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 npoueccoB, MNpaBuil U MOPSAKOB OpraHusauum npu npoBeaeHUn
MEeponpusaTMA NO pPas3BUTUI0O U NPOoeCcCUoHanbLHOM Kapbepe, 0by4veHuio,
agantauumn n CTaXMpoBKe NepcoHana
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[okyMeHTaunoHHoe ohopmneHne pesynbTaToB MeponpuUATUA MO pasBUTUIO
n npodpeccmoHanbHOM Kapbepe, oby4eHMo, agantaumm U CTaXMPOBKE
nepcoHana

lMogrotoBka wHAMBUOYaANbHbLIX MPEOJSIOKEHMA Ha OCHOBE pe3ynbTaToB
NpoBeAeHUs MeponpuUATUN Mo pasBUTUIO U NPOdEeCCUOHaNbHOW Kapbepe,
00y4eHunto, aganTaumm u CTaXMpoBKe NepcoHana

MoarotoBka NpeanoXeHWn MO COBEPLUEHCTBOBAHWUIO CUCTEM OBYy4YeHMs,
afanTaumMm U CTaXUPOBKM, PasBUTMSA U MOCTPOEHUA NpodeccuoHarnbHOM
Kapbepbl NepcoHana

ConpoBoxAeHne  OOTOBOPOB MO OKA3aHWMIO  KOHCYNbTAUMOHHBIX,
MHPOPMALIMOHHBIX  yCIyr, HeobxoAuWMbIX AN npoBeAeHusi 00y4yeHus,
ajanTaumMm U CTaXUPOBOK, PasBUTMSA U MOCTPOEHUA NpodeccuoHarnbHOM
Kapbepbl MNepcoHana, BKMYas npeaBapuTenbHble npouedypbl Mo KX
3aKI0YEHMI0

BbinonHeHne TpeboBaHUM MO XpaHEHUIO WHGoOpMaumm o pesynbTaTax
obyyeHus, apanTaumMm W CTaXWPOBKM, pas3BUTUS U MOCTPOEHMUS
npogeccnoHanbLHON Kapbepbl NepcoHana

Heobxoaumblie ymeHus OdopMnsaTb AOKYMEHThI MO BOMpocam npoBeaeHus obyyeHus, agantauuu n
CTaXVPOBKW, pasBUTMS W MNOCTPOEHUs npodeccMoHanbsHOW Kapbepsbl
nepcoHana, npegocTaBnsiemble B rocygapCTBeHHbIEe opraHbl,
npogpeccroHanbHble  CO3bl M ApyrMe  NpeacTaBUTesNlbHbie  OpraHbl
paboTHMKOB

Ob6ecneunBatb OOKYMEeHTaUMOHHOE conpoBoXaeHune o6yquv|ﬂ, agantauumm n
CTaXXMPOBOK, pPa3BUTUA WU NOCTPOEHUA I'IpO(beCCMOHaJ'leOVI Kapbepbl
nepcoHana

AHanusupoBaTb MpaBuna, npoueaypbl U NOPSAKA MPOBeAeHUst obyyeHus,
afanTaumMnm U CTaXUPOBKM, PasBUTMS U MOCTPOEHUS NpodeccroHarnbHOM
Kapbepbl NepcoHana

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMMU
3akoHogartenoctBa Poccuiickon ®Pegepauumn M NoKanbHbIMWU - akTamu
opraHusaumm

AHaJ'II/ISMpOBaTb OOKYMEHTbI n nepeHoCuTb I/IH(bOpMaLI,MPO B
I/IH(*)OpMaLI,MOHHbIe cuctembl 1 6a3bl JaHHbIX

BecTu yyeT 1 pernctpauuto JOKyMEHTOB B MH(OPMALMOHHBIX CUCTEMAXx U Ha
mMaTepuarnbHbIX HOCUTENSAX

PaboTaTb ¢ MHpOpMaLMNOHHBLIMKU cUCTEMaMu M 6a3aMu AaHHbIX MO BONpocam
obyyeHus, agantauMm U CTaXMPOBKW, pas3BUTUS U MOCTPOEHMS
npodeccuoHarnbHON Kapbepbl NepcoHana, BeAeHus yvyeTa KaHOMOAATOB Ha
BakaHTHbIE JOMKHOCTM (Npodeccun, cneumnansHoOCTm)

Bectn 0enoByko nepenncky

CobntogaTb HOPMbI 3TUKU OETOBOro 00LeHus

Heobxognmble 3HaHMSA nOpFl,EI,OK Od)OpMJ'IeHMFl, BeEeHNA N XpaHeHNAa OOKyMeHTauuwu, CBSA3aHHON C
cuctemom o6yqu|/|;|, agantTaumnm mn CTaXMpoBKWU, pa3BUTUA N NOCTPOEHUA
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

npoeccnoHanbLHON Kapbepbl NepcoHana

nOpFl,EI,OK (bOpMMpOBaHMFl, BegeHuMss 6aHka AdaHHbIX O nepcoHane
opraHusauunmn n npegoctaBrieHNAa OTYETHOCTU

HopmaTtuBHble NpaBoBble akTbl, Perynupylolue npaBa U 00sS3aHHOCTU
rocyqapCTBEHHbIX OPraHoB W OpraHvW3auuM Mno MNpeaocTaBMeHUo YyYeTHOW
JAOKyMeHTaLuu

Mopsinok ohopMIeHUsI AOKYMEHTOB, NMPEAOCTaBSeMbIX B FOCYAapCTBEHHbIE
opraHbl U MHble opraHusaumm

OcHosBbl ﬂOKyMeHTOO60pOTa N JOKYMEeHTaLNOHHOro obecneyeHus

Mopsigok  MpoBedeHWs  3aKymoYHbIX  mpouedyp U odopMreHus
COMYTCTBYIOLLEN OKYMEHTaLMUM

CTpykTypa opraHusaumMm UK  BakaHTHble  [OIDKHOCTM  (npodheccuu,
cneunanbHOCTK)

TpynooBoe 3aKOHOAATENBbCTBO U MHbIE aKTbl, COAepXKaLlyue HOPMbl TPYAOBOIO
npaea

OcCHOBbI apxMBHOroO 3akoHO4ATENbCTBA M HOPMAaTMBHLIE MPAaBOBbLIE aKThbI
Poccunckon ®egepaumm, B 4acTn BeAEHUA JOKYMEHTaL MM No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon denepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

TexHomnoruu, MeToabl U MEeTOOVKWU NPOBEAEHMS aHanMa3a U cuctemaTusaumm
[OKYMEHTOB 1 UHdpopMaLImm

JlokanbHble HOPMAaTMBHbIE aKTbl OpraHW3auuW, pPerynupylolme MnopsiaoK
pa3BUTUST M MOCTPOEHUs MPOGEeCCUOHanbHOW  Kapbepbl, 00y4YeHus,
afanTaumu 1 CTaXkMpoBKU NepcoHarna

Mopsagok 3aknoyYeHns AoroBopoB (KOHTPAKTOB)

Hopmbl 3Tukn genosoro obLeHuns

basosble OCHOBbI I/IHd)OpMaTMKI/I, CTPYKTYpHOE NoCcTpoeHne
I/IHd)OpMaLI,MOHHbIX CUCTEM U OCOBEHHOCTM pa6OTbI C HUMU

[pyrve xapakTepucTnkm
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YNPaBneHuo NePCOH. ..

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.5. ObobLeHHas TpyaoBas pyHKUNS

YpoBeHb
HanwmeHoBaHune Kon E P 6
KBanudumnkauum

MpouncxoxaeHve
0000LLeHHON TpyaoBOM

OYHKLMK

Opwurunan

X 3anmMcTBOBaHO
13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodgeccnoHansHoro
cTaHpapTa

Bo3MoXHble HanmeHoBaHUS
JoImKHOCTEeNn, npodeccuin

Cneuunanuct no HOPMUPOBaAHUIO 1 onnarte Tpyaa
Cneunanuct no OopraHusauun 1 onnarte Tpyaa
CneumanncT no KoMneHcauusam 1 nbrotam
CI'IeLI,VIaJ'IVICT no nepcoHany

MeHe/:pKep no nepcoHany

TpeboBaHus k
06pa3oBaHmio M 0DyYEHMIO

Bbiclwee obpasoBaHue

HononHutenbHoe npogeccuoHanbsHoe obpa3oBaHNe - MPOrpaMmbi
npodeccroHanbHON NepPEnOAroToBKN B 00/1aCT SKOHOMMUKWN, HOPMUPOBAHMS
1 onnatbl TpyAa, NPorpaMMbl NOBLILLEHUS KBanMdUKauum

TpeboBaHus K ONbITY
npakTu4eckon paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTukm

JlononHuTenbHble XapakTepucTUKn

HanmeHoBaHMe gokymeHTa Koa HanmeHoBaHme 6a30BoN rpynnbl, 4OMMKHOCTY (Npodeccun) unm
cneumansbHOCTM
OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYXO0 1 yYpeXaeHWIn 3aHATOCTH
EKC - WHxeHep No HOpMMpPOBaHUIO Tpyaa
- TexHuK no Tpyay
- JKOHOMUCT MO Tpyay
- MeHepxep no nepcoHany
oKnAaTP 27755 OKOHOMUCT no Tpyay
22956 WHcnekTop no kagpam
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.5.1. TpynoBas dyHKUMA

OpraHusauua Tpyaa nepcoHana YpoBeHb
HanmeHoBaHue Kop E/02.6 |(nogypoBeHb) 6
KBanudunkauum
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kog PernctpaumnoHHbINn
opurnHana Homep
npogeccnoHanbLHOro
cTaHgapTa
TpynoBble AenCTBUSA AHanM3  yCrewHbIX  KOPMOpaTUBHbIX  MNPakKTUK MO  OpraHv3auuu

HOpMUpoBaHUA Tpyaoa anda pPa3nn4HbIX KaTeropvn7| nepcoHana,
ocobeHHocTeln nponssoacTBa U AeATEeNIbHOCTU OpraHn3aumnn

Paspa6oTka cuCTeMbl oOpraHusauuum Tpyaa nepcoHana W ropsiaka
HOPMMPOBaHUSA Tpyada Ha paboumx MecTax C OLEHKO 3aTpaT Ha nepcoHar

BHeapeHue cucTembl opraHusauuy Tpyda nepcoHana M KOHTpomns Haa
HOPMMPOBaHWEM C  OMpPeAerieHMeM  TPYAOEMKOCTW,  HOPMaTUBHOIA
YMCINEHHOCTU, rpacmkoB paboT 1 ycroBuii onnaTthl TpyAa nepcoHarna

BbisiBneHue pe3epBoOB MOBbILLEHNA NMPOMN3BOOUTENIBHOCTU Tpyda N KadecTBa
HOPpMUPOBaHUA Tpyda, NoAroToBKa npep,no>|<eH|/||7| Nno U3SMEHEHNAM yCJ'IOBMIZ
nonnatbl Tpyaa nepcoHana

MoarotoBka nNpenfioxxeHun no opMMpoBaHMIO BOKETa Ha opraHM3auuio
Tpyga nepcoHana

OnpegeneHve 3@EKTMBHOCTA paboTbl CMCTEMbl OpraHusauuu Tpyda W
HOPMUPOBaHUA Tpyaa Ha paboynx MecTax

Heobxognmelie yMeHUaA BHeﬂ,pﬂTb mMeToabl paLl,MOHaJ'IbHOIZ opraHusaunn Tpyaa

Pa3pabaTbiBaTb NnaHbl OPraHn3auMOHHbIX U TEXHUYECKUX MeponpusaTUii no
MOBbLILLIEHMIO NMPOU3BOANTENBHOCTU TPYAA

AHanusnpoBaTb COCTOsIHUE HOPMUPOBaAHMA Tpyda, KavyecTBO HOPM,
nokasaTenewn no Tpyay

AHanusnpoBatb 3(EEKTMBHOCTL pPabOoTbl CUCTEMbI OpraHu3auumn Tpyada
nepcoHana v HopMMpPOBaHUA TpyAa Ha paboymx MecTax

CocTtaBnsate u KOHTpONMMpoOBaTb CTaTbM pacxXxoooB Ha onnaty Tpyda
nepcoHana gna nnaHnpoBaHUA OroopkeToB

PaGotatb C WH(OPMALMOHHbIMKA cucTeMamu W Gasamu [OaHHbIX MO
HOPMMPOBAaHWIO 1 OMraTe Tpyaa nepcoHana

Pa3p868TblBaTb n Od)OpMJ'IFlTb OOKYMEHTbI N0 HanpaBleHUo 0eATernbHOCTU
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

CobntogaTb HOPMbI 3TUKKU 4EOBOro 00LeHus

Heobxoagnmble 3HaHMSA MeToabl y4yeTa 1 aHanmsa nokasarenen no Tpyay nonnarte Tpyaa

MeToabl onpendeneHus, OLEHKU U CpaBHEHUS  MPOU3BOACTBEHHOIA
WMHTEHCUBHOCTM U HaMpshXeHHOCTW Tpyaa

MeToabl HopMUpOBaHUA Tpyaa

MexoTpacreBble U oTpacneBble HOPMaTWBbl TPYAOBbLIX 3aTpaT

CoBpeMeHHble (POpMbl, CUCTEMbI OMnaTthl U ydeTa MNPOU3BOAUTENLHOCTM
Tpyaa nepcoHana

Cuctembl, MeTogbl U (bOprI mMatepuanbHOro wn HemartepuarnbHoOro
CTUMyNMpoOBaHuA Tpyaa nepcoHarna

TexHonoruym u Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

TexHomnoruu, MeTodbl U METOAMKM NPOBeAEHNs aHanM3a 1 cucteMmaTmsauum
[IOKYMEHTOB 1 UHdpopMaLIK

OcHoBbI JOKYyMEHTOO60OpOTa M JOKYMEHTALMOHHOIO 0becneyeHuns

Mopsagok Tapudukaumm paboT M paboumx, YCTaHOBMNEHUS OOIMKHOCTHbIX
oKknagos, gonnat, HagbaBok M KO3IPUUMEHTOB K 3apaboTHOM nnare,
pacyeTa CTUMYNUPYOLLUX BbiNnat

TapudHo-kBanMduKaLMOHHbIE CNPaBOYHUKM PaboT u npodeccuii paboumx
1 KBanMUKaLNOHHbIE XapaKTePUCTUKN OOIMKHOCTEN CITy>KaLLnX

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENNIbHOCTU OpraHmn3auunm

CTpykTypa opraHuM3auMm W  BakaHTHble  [OMKHOCTM  (npodbeccuu,
cneunanbHOCTK)

KagpoBasi nonutuka v cTpaterusi opraHusaumm

OKoHOMMKa Tpyaoa

OcHoBbl 00LWEen M couuanbHOW MCUXOMOTrUKN, COLMOMNOrMM U MCUXOMNOrum
TpyAa

TpynoBoe 3akoHOOATENbCTBO U MHbIE aKTbl, CoAepXKallme HOPMbl TPYOOBOro
npaea

OCHOBbI apXxMBHOro 3akoHoAaTenbCTBa U HOPMATUBHbLIE MPABOBbLIE aAKTbI
Poccunckon ®egepaumm, B 4acTn BeAEHUA JOKYMEHTaL MM No nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHum3auuun, perynumpyrwimne nopanok
opraHusaumn Tpyaa n HOpMUpoBaHUA nNepcoHana

Mopsgok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

HopMbl 3TukM Aenosoro obLeHus

basosble OCHOBbI I/IH(*)OpMaTMKI/I, CTPYKTYpPHOE NnocTpoeHne
I/IHd)OpMaLI,MOHHbIX CUCTEM U OCOBEHHOCTU pa6OTbI C HUMU

[pyrve xapakTepucTukm -

3.5.2. TpypoBas yHKUNA

OpraHusauus onnaTbl Tpyga nepcoHana YpoBeHb
HanmeHoBaHue Kopg E/01.6 |(nogypoBeHb) 6
KBanudukauum
[NpouncxoxaeHue TpyaoBon 3ammcTBOBaHO
P A pyA OpwurunHan X
PYHKLMM 13 opurMHana
Kop, PernctpaunoHHbIN
opuruHana Homep
npodgeccnoHanbHoro
cTaHgapTa
TpyaoBble AeNCTBUSA AHanu3 ycnewHblX KOPMOPaTMBHBLIX MNPAaKTUK MO OpraHuM3auuMmM CUCTEMBbI

onnaTtbl TpyAa nepcoHana

PaspaboTka cuctembl onnaTel Tpyaa nepcoHana

dopmmpoBaHne nnaHosoro  GwompkeTa  ¢doHga  onmaTtel  Tpyaa,
CTUMYTUPYHOLLMX U KOMMNEHCALMOHHBIX BbIMnaTt

BHe/J,peHme CUCTEeMbIl onnaTbl Tpyaa nepcoHana

MoaroToBKa NpeanoXeHui No COBEPLLUEHCTBOBAHMIO CUCTEMbI OnflaThbl Tpyaa
nepcoHana

Heobxogumble ymeHusi CocTaBnsiTb M KOHTPONMpOBaTb CTaTbW pacxodoB Ha onnaty Tpyaa
nepcoHana ans niaHMpoBaHus GomKeToB 1 poHA0B

anMeHﬂTb TEXHOIormn MaTepmaanoﬁ MoTMBauun B ynpaBlieHUn
nepcoHarnom

Pa3pabaTbiBaTb  KOHUEMNUMIO TMOCTPOEHUS MOTMBALMOHHLIX  MPOrpaMm
pabOTHMKOB B COOTBETCTBUM C LIENISIMU OpraHm3aumm

AHanusnpoBaTb COBpPEMEHHble CUCTEMbl oOnnaTbl W  MaTepuanbHON
(MoHeTapHOI) MOTMBaLMM TpyAa ANg Lenen opraHusauum

AHanu3npoBaTb ypoBeHb omnnaTbl Tpyga MepcoHana no COOTBETCTBYHOLLUM
npogeccnoHarnbHbIM KBanmdukaumsam

npOBO,D,MTb MOHUTOPWHTI 38pa6OTHOIZ nnaTbl Ha pblHKE Tpyaa

AHanuaupoBaTb (PopMbl MaTepuanbHOro CTUMYNMPOBAHUSA, KOMMAEHcaumm v
NbroT B onnare Tpyaa nepcoHana
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

PaGotaTb ¢ MHOPMaLUMOHHBIMK cucTeMamMu M 6a3aMu OaHHbIX Mo onnaTe
Tpyaa nepcoHana

CocTtaBnsaTtb NPOrHO3bl pa3BUTUA onnaTbl Tpyaa nepcoHana

CobniogaTb HOPMbI 3TUKU OETOBOro 00LeHus

Heobxoaumble 3HaHUSA dopmbl 1 cucTeMbl 3apaboTHOM NnaTbl, NOPSAA0K COCTaBNeHNs 6roaxeToB

Cuctembl, MeTogbl W OpPMbI MaTepuanbHOrO UM HemaTepuarnbHOro
CTUMYNUPOBaHUS Tpyaa nepcoHana

TexHonorun n metoabl GOPMUPOBAHNS U KOHTPONs BIO4KeToB 1 hoHAOB

Mopsagok Tapudukauum paboT K paboumx, YCTaHOBMEHUSA [OIMKHOCTHLIX
oknagos, ponnaTt, HagbaBok U koadpduumeHToB K 3apaboTHon nnare,
pacyeTa CTUMYNUPYOLLUX Bbinnat

MeToabl onpeaeneHnst YNCNeHHoCTU paboTHUKOB

TapuHo-kBanMunkaLMOHHbIE CNPaBOYHUKM paboT u npodeccumn paboumnx n
KBanMpuKaLMOHHbIE XapaKTEPUCTMUKN JOIDKHOCTEN CryXallunx

MeToabl yyeTa n aHanmsa nokasaTernen no Tpyay v 3apaboTHowm nnaTte

TexHomnoruu, MeToabl U MEeTOOVKW NPOBEAEHMs aHanMa3a U cuctemaTusaumm
[IOKYMEHTOB 1 MHdpopMaLImm

KagpoBasi nonutuka v cTpaterus opraHusaumm

CTpykTypa opraHusaumMm U1  BakaHTHble  [OIDKHOCTM  (npodheccuu,
cneunanbHOCTK)

TpynoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXKallue HOPMbl TPYAOBOrO
npasa

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHU3auuK, perynvpytoLime onnaty Tpyaa

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENbHOCTU OpraHmn3auunm

OcHoBbI JOKYyMEHTOO60OpOTa M JOKYMEHTALMOHHOIO obecneyeHuns

Mopsanok 3aknoyYeHns JoroBopoB (KOHTPAKTOB)

OcHoBbl 06Leit U coumanbHOW MCUXOMOTUK, COLMOMOrMKU U MCUXONorum
TpyAa

Hopmbl 3Tnkn aenoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE nocTpoeHne
MHPOPMAaLIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.5.3. TpynoBas cyHKLMSA

AZMWHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HanmeHoBaHue | AokymeHTOOB60pOTa No BONpocam Kop E/03.6 |(noaoypoBeHb) 6
opraHu3aumv Tpyga v onnatbl nepcoHana KBanudmkaumm
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npogeccnoHanbLHOro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 npoLeccoB AOKYMEHTOOOOopoTa, nokKasnbHbIX [OKYMEHTOB MO

BOMnpocam opraHnsauum onnatbl U Tpyaa nepcoHana

OcbopmneHne JOKYMEHTOB MO BONpocaM onnathl U Tpyaa nepcoHana

MogroToBka npep,nomeHWl no Bonpocam onnaTbl U Tpyaa nepcoHana

MogroToBka MPEASIOKEHUA MO COBEPLUEHCTBOBAHMIO CUCTEMbI OMnaThl W
opraHusauuu Tpyaa nepcoHana

[OKyMeHTaUMOHHOE W  OpraHM3auUWOHHOE  COMPOBOXAEHWE  CUCTEMbI
opraHusaumu 1 onnaTel TpyAa nepcoHana

MoprotoBka n obpaboTka 3anpocoB M yBedOMIeHWNn O paboTHUMKax B
rocy4apCTBEHHblE  OpraHbl, NPoOdEeccUMoHanbHble CO3bl U Apyrue
npeacTaBuUTENbHblE OpraHbl  pabOTHMKOB, MO cucTemam onnatbl U
opraHusaumm Tpyga nepcoHana

ConpoBoxJeHne  OOTOBOPOB MO OKA3aHUIO  KOHCYNbTALMOHHbIX,
MHPOPMALIMOHHBIX yCryr MO CUCTeMaM OnnaTthl M opraHusaumu Tpyada
nepcoHana, Bkrovasi npefBapuTenbHble NpoLeaypbl MO MX 3aKMHYEHUI0

Heobxoammble ymeHus ObecneumBatb [OKYMEHTALIMOHHOE COMPOBOXAEHWE MEPOMNPUATHIA MO
onnarte 1 opraHusauuu Tpyada rnepcoHana

O(*)OpMJ'IFlTb OOKYMEHTbl Nno BoOMpocam onnatbl U oOpraHM3auun Tpyaa

nepcoHana, npepocTaBnsiemble B rocygapCTBEHHbIe opraHbl,
npodeccnoHanbHble  CO3bl W ApyrMe npeacTaBUTErNbHble  OpraHbl
paboTHMKOB

AHanusmpoBaTb HOpPMaTMBHbIE U METOAMYECKME AOKYMEHTbl MO BOMpoOcam
onnaTbl U opraHu3auumy Tpyaa nepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
3akoHogartenbctBa Poccuiickon ®epepaumm M NoKanbHbIMK - aKkTamu
opraHusaumm

Bectn yyeT n perucrtpaunio JOKyMeHTOB B MHCbOpMaLI,MOHHbIX cucrtemMmax un Ha
MaTepualnbHbIX HOCUTENAX
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yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

PaGoTtaTb ¢ MHOPMaLMOHHBLIMI cUCTEMaMKU 1 6a3aMu OaHHbIX MO cMCTeMaM
onnaTbl U opraHusauuM Tpyaa nepcoHana

MpousBoauTb NpeaBapuTeribHble 3aKynodHble npoueaypbl U oopMnsATL
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 [JOrOBOPOB

Bectn 0enoByk nepenncky

CobntogaTb HOPMbI 3TUKU OEOBOro 00LeHus

Heobxognmble 3HaHMSA nOpFl,EI,OK Od)OpMJ'IeHMﬂ, BeOEeHUA N XpaHeHUA OOKyMeHTauunm no cucrtemam
onnaTbl U OpraHn3aunn Tpyaa nepcoHana

HopmaTtuBHble NpaBoBble akTbl, Perynupylolye npaBa U 00sS3aHHOCTU
rocyqapCTBEHHbIX OPraHoOB W OpraHvM3auuM Mo MpedoCcTaBreHUIo yYeTHOW
AOKYMeHTaLuum

TexHomnoruu, MeToabl U MeTOOVKWU NPOBEAEHMS aHanMasa U cucTemaTusaumm
[OKYMEHTOB 1 UHCpopMaLImK

JlokanbHble HOPMAaTMBHbIE aKTbl OpraHW3auuW, pPerynupylolme MnopsiooK
onnaTbl, OpraH13aLMmn 1 HOPMUPOBAHUS Tpyaa

OcHoBbI JOKYMeHToobopoTa M OKYMEHTaLUNOHHOMO obecneyeHus

Mopsinok (hopMMpoBaHWsl, BeaeHUss GaHka [aHHbIX W MPegoCTaBreHUs
OTYETHOCTM MO CUCTEMaM onnaTthbl M opraHM3auuy Tpyaa nepcoHana

TpynoBoe 3aKOHOAATENBbCTBO U MHbIE aKTbl, COAepXKallue HOPMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akoHoaaTenbCTBa U HOPMAaTUBHbLIE MPaBOBbIE€ aKTbl
Poccunckon CDe/J,epau,MM, B 4aCTun BeeHNA OOKYyMEeHTaunn no nepcoHany

OcHoBbI HaNoroBoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

Mopsgok 3aknoyYeHnss 4oroBopoB (KOHTPAKTOB)

Mopsigok  npoBedeHVMs  3aKyMoOuHbIX  npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

Hopmbl 3TukM genosoro obLeHus

basosble OCHOBbI I/IHd)OpMaTMKI/I, CTPYKTYpPHOE NoCcTpoeHne
I/IH(*)OpMaLI,MOHHbIX CUCTEM U OCOBEHHOCTM pa6OTbI C HUMU

[pyrve xapakTepucTnkm
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

YNPaBneHuo NePCOH. ..

3.6. ObobLeHHas TpyaoBas pyHKUNS

YpoBeHb
HanwmeHoBaHune Kon F P 6
KBanudumnkauum

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

MpouncxoxaeHve

0000LLeHHON TpyaoBOM Opwurunan

OYHKLMK

X 3anmMcTBOBaHO
13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npodgeccnoHansHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHus | CneumanucT no couumanbHbIM NporpaMmam

JoImKHOCTEeNn, npodeccuin Creuuanuct no paboTe ¢ npeacTaBUTENbHBIMYU OpraHamMu paboTHUKOB
Creuunannct no KopnopaTUBHOW CoLManbHOM NONUTUKE

Cneuvanuct no nepcoHany

MeHemxep no nepcoHany

TpeboBaHus k Bbiclwee obpasoBaHue

ob6pasoBaHuio M 0byyeHuMo | [lononHuTeNbHOe npodeccuoHanbHoe obpasoBaHue - NporpamMmbl
npodheccuoHanbLHON NePenoAroTOBKN U NPOrpamMmmbl NOBLILLIEHNS
KBanudukaLmm B 0611actu coumanbHbIX Nporpamm

TpeboBaHus K ONbITY -
npakTu4eckon paboTbl

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTukm

JlononHuTenbHble XapakTepucTUKn

HanmeHoBaHmne OoKymeHTa Kog HanmeHoBaHne 6a30Bon rpynnbl, 4OMKHOCTM (Npodeccun)
Unu crneumanbHoCTU
OK3 2412 CneumanucTtbl No Kagpam n npodopueHTaumm
3423 CneumanncTbl KagpoBbIX CIYX0 1 yYpeXxXaeHWn 3aHATOCTH
EKC - CneuuanucTt no kagpam
- MeHexkep no nepcoHany
oKnAaTP 27755 OKOHOMUCT o Tpyay
22956 WHcnekTop no kagpam
OKCO - -
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3.6.1. TpynoBas dyHKUMSA

PaspaboTka kopnopaTMBHOW COLManbHON YpoBeHb
HavmeHoBaHWe | MONMUTUKM Kop F/01.6 |(nogoypoBeHb) 6
KBanudunkauum
MpoucxoxaeHue TpygoBom 3aMMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kog PernctpaumnoHHbIN
opurMHana Homep
npodgeccnoHansHoro
cTaHgapTa
TpynoBble AenCTBUSA AHanu3 ycnewHbIX KOpNopaTUBHbIX MPaKTUK NO OpraHu3auun coumnanbHoro

napTHepcTBa, coumnanbHOM OTBETCTBEHHOCTU U coUMarbHbIX nporpamm

Pa3paboTka KopnopaTVBHbLIX COLMarnbHbIX MPOrpamm

Pa3p860TKa CuUCTeMbl Bbinnat pa6OTHI/IKaM coumnanbHbIX NbroTt

OpraHuzaumsi nNeperoBopoB C NpodeccroHanbHbIMK Col3aMu U ApYTUMU
npeacTaBATENbHBIMU opraHamu paboTHWMKOB, 06LecTBEHHbIMU
opraHusauusiMm, B3aumMoaencTBue C rocyapCTBEHHbIMM OpraHamu

MogrotoBka npegnoxeHnn no dopmupoBaHuio Oroopxketa B 4acTu
obecneyeHnst KOPNOpaTUBHOW CoLManbHOM NONTUTUKA

Heob6xoammble ymeHuUs: OnpegenaTe  UeneBble  rpynnbl  MepcoHana  Ana  paspaboTku
crneuuanuanpoBaHHbIX coLuarnbHbIX NPporpaMmm

[loBoanTb MHOpPMaLMIO O coumarbHbIX MporpaMmax A0 LeneBbiX rpynn
nepcoHana ¢ UCnosib30BaHMEM MUHCTPYMEHTOB BHYTPEHHUX KOMMYHMUKaLW

OnpenenaTb KpUTEPUM 1 YPOBHU YOOBNETBOPEHHOCTMU NepcoHana

Wcnonb3oBaTb MaTtepuanbHble ¥ HemaTepuasibHble CUCTEMbl, METOAbl U
(hopMbI MOTMBALMM B YNPaBIIeHNN NEPCOHANIoOM

OnpegenaTe o6bembl CPeACcTB AONA peanu3auuM coumanbHbIX rapaHTum,
KOPNoOpaTUBHBLIX NbrOT M MHbLIX 3NIEMEHTOB KOPMOPaTMBHbLIX COLMarnbHbIX
nporpamm ans oopMUpoBaHnsa GroaxeTos

CocTtaBnsatb 1 KOHTpOnnpoBaTtb CTaTbM pacxogoB Ha counarnbHble
nporpamMmmsbl Ana niaHMpoBaHUA OoopkeToB

MpousBoauTb NpeABapuTesibHble 3aKynoyHble npoueaypbl U odopMieHue
COMYTCTBYIOLLEW AOKYMEHTaLMM MO 3aKIOYEHWI0 [OrOBOPOB

CobGntogaTb HOPMbI 3TUKM OENOBOro odLeHns

Heobxogumble 3HaHWs Mopsigok ¥ MeTodbl pa3paboTkyM MNMaHOB WM MpOrpamMm  COLMarnbHOro
pa3BUTUSI OpraHn3aLum

MeToabl aHanu3a BbINOSTHEHMST cOLManbHbIX nporpamMmm u onpeaeneHna nx
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3KOHOMMYECKON ahPEKTUBHOCTH

Cuctembl, MeTogbl U (bOprI mMmatepuanbHOro wn HemartepuarnbHOro
CTUMynNMpoBaHuA Tpyaa nepcoHarna

TexHonorum n Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

MeToaobl  nNpoBedeHWst  COLMONOrMYECKUX  UCCNEeLOBaHUNM,  U3yYeHust
0obLWecTBEHHOro MHEHUS

TexHomnoruu, MeTodbl U METOAVKM NPOBeAEHNs aHanM3a 1 cucteMaTmsauum
[IOKYMEHTOB 1 UHCpopMaLImK

Mopsidok  MpoBedeHUs  3aKymouyHbIX  mpoueayp W odopMIieHust
COMYTCTBYIOLLEN OKYMEHTaLMUM

OcHosBbl I'IpOI/ISBO,EI,CTBeHHOﬁ OeATenbHOCTU opraHmn3agnmn

OcHoBbl 00LWEen M couuanbHOM MCUXONMOTrUKN, COLMONOrMMU U MCUXOMOrm
TpyAa

CprKTypa, uenn, ctparterna n Kagposad noJiInTuka opraHnsauummn

TpynoBoe 3akoHOAATENbCTBO U MHbIE aKTbl, COAEpXKallme HOpMbl TPYAOBOIO
npaea

OcHoBbl Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

HopmaTvBHbIe NpaBOBblE aKTbl, perynupylowme npaBa U 00A3aHHOCTU
rocygapCTBEHHbIX OpraHoB, MpodeccuMoHanbHbIX COK30B U OpYyrnx
npeacTaBuUTENbHbBIX OpraHoB paboTHMKOB

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHanbHbIX AaHHbIX

JlokanbHble HOPMAaTWBHbIE aKTbl OpraHMsauuu, perynupylole nopsiaok
hopMUPOBaHNA CoLManbHOM NOMUTUKA

OcHoBbl NpaBoBOro perynupoBaHust Poccuiickon depepaumm nopsigka
3aKIH0YEHMM OroBOpPOB (KOHTPaKTORB)

Hopmbl 3Tnkm genoBoro o6weHns

basoBble OCHOBbI MHOPMaTUKMK, CTPYKTYpHOE nocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Opyrve xapaKkTepucTuKu -

3.6.2. Tpynoas dyHKUMSA

Peannsauunsa kopnopaTnBHOW coLmanbHOm YpoBeHb
HavmeHoBaHWe | MONMUTUKM Kop F/02.6 |(nogoypoBeHb) 6
KBanudumnkauum
MpoucxoxaeHne TpyooBom OpurHan X 3anmcTBOBaHO
OYHKLMK 13 opurmHana
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

Kop, PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHansHoro
cTaHgapTa
TpyQoBble AENCTBUSA BHepgpeHne koprnopaTuMBHBIX couuManbHbIX NporpamMm, B TOM 4ucie Mo

couuanbHow NoaaepXke oTAenbHbIX rpynn paGoTHUKOB

Peanusaumsi cuctembl couumanbHbIX NbroT, BbinfaTt paboTHMKaM C y4eToM
TpeboBaHuii 3akoHoaaTenscTBa Poccuiickon ®eaeparmu

OueHka yOoOBMETBOPEHHOCTM MepcoHana KOpnopaTMBHOW — couuMarnbHOM
NONUTUKON

OueHka 3(PEKTUBHOCTM  MEPONPUATUIA  KOPMOpPaTUBHOM  COLMarnbHOW
NONUTUKN

MogrotoBKa  NpeanoXeHuin NO  COBEPLUEHCTBOBAHWUIO  MEpPONpUATUIA
KoprnopaTuBHOW CoLManbHOM NONMUTUKN

MoagrotoBka npeanoxeHun no dopmMupoBaHuio BrogpkeTa Ha peanvsauuio
KOprnopaT1BHOW COLMaribHON MNONMTUKN U CoLMarbHbIX NporpamMm

HeobGxoammble ymeHus: PaccuuTbiBaTb 3aTpaTbl Ha NpPOBeAEHUE CreLnann3npoBaHHbIX coLmnanbHbIX
nporpamm

MpoBOAWTL MOHUTOPUHT YCMELHbIX KOPMOPaTMBHBIX COLMAnbHbIX MPOrpamm

MpoBoanTbL MEPONPUATUA B COOTBETCTBMM C KOPMOPATUBHOW COLMANbHOMN
NONUTUKOMN

OnpenenaTb LeneBsble rpynnbl nepcoHana ans co3gaHua
cneumanManpoBaHHbIX coLmarnbHbIX MPorpamm

OnpegenaTb KpUTEPUM 1 YPOBHU YAOBETBOPEHHOCTM NepcoHana

Onpepnenate 3(EKTUBHOCTL MEPONPUATUIA peanu3yemMon KopropaTUBHOW
coumanbHOW NOMUTUKN

OpraHu3oBbiBaTb  B3aMMOZEWCTBME C  FOCYAApCTBEHHbIMW  OpraHamu,
npodeccuoHanbHbIMU CO3aMU U OPYrMMU NPEeACTaBUTENbHBIMU OpraHamm
paboTHMKOB, OOLLECTBEHHBIMA W WHBIMW OpraHM3auMsMuM Mo BOMPOCcaM
peanusaunm KopnopaTuBHOM coumanbHOW MNOAUTUKN

AHa.I'II/ISI/IpOBaTb PbIHOK YyCnyr no couuanbHbIM W cheuynanmn3npoBaHHbIM
nporpammam counarnbsHon nogaepXky 4YneHoB uUeneBbiX rpynn M rotoBuTb
npegnoXxeHua no nx nocrtasLlmMKam

MpousBoauTe npeaBapuTenbHbIe 3aKyrno4Hble npouenypbl u obopmMnATb
COoNyTCTBYHOLY AOKYMEHTALMIO MO 3aKn4eHnto 4oroBopos

CobntogaTb HOPMbI 3TUKU 4ENOBOro 00LeHus

Heobxoagnmble 3HaHMSA BOI'IpOCbI ynpasrneHuna counanbHbIM pa3BuTtnemM opraHmsaunm

MeTogbl aHanuaa BbINOSIHEHWS KopnopaTtmnBHbIX couualbHbIX nporpaMm w”
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

onpeaeneHns nx 3KoHOMN4eckom adpPEeKTUBHOCTH

Cucrtemsl, MeTobl, (*)OprI MaTtepuarnbHoro n HemMaTepuarbHOro
CTUMyNMpoBaHuA Tpyaa nepcoHarna

MeTtoaobl  NpOBEAEHUS  COLMONOMMYECKUX  UCCIEAOBaHMMN,  U3yvyeHUus
06LLIeCTBEHHOro MHEHMUS

TexHonorun, MeToabl U METOAUKU MPOBEAEHUS aHanM3a U cucTemaTusaumu
[OKYMEHTOB 1 MHGpopMaLmm

HopmaTtuBHble MpaBoBble akTbl, Perynupyloline npasa M 06A3aHHOCTU
rocyqapCTBEHHbIX OpraHoB, MNpPOdECcCUMOoHambHbIX COH30B U APYruX
npeacTaBUTENbHBLIX OpraHoB pPabOTHMKOB MO NPedoCTaBlEHNI0  Yy4eTHOW
JAOKyMeHTaLuu

Mopsigok  MpOBeAEHUs  3aKymMouvHbIX  Mpouedyp M odopMreHus
COMYTCTBYIOLLEN OKYMEHTaLNUM

CprKTypa, uenn, ctparterna n Kagposad noJiInTuka opraHnsaumn

OcHoBbI NPON3BOACTBEHHOMN AEATENBHOCTM OpraHM3aLmm

OcHoBbl 06LLen 1 counanbHON NCUXONOrMM, COLMONOrMmM N NCUXONOrnn Tpyaoa

TpynoBoe 3akoHOAATENbCTBO M MHblE aKTbl, CoAepXKallue HOpMbl TPYOAOBOIO
npaea

OCHOBbI apXMBHOrO 3aKOHOZATENbCTBA U HOPMAaTMBHbIE MPABOBLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMM NO nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble aKkTbl oOpraHu3auuu, perynupylolime nopsiaoK BHeApeHus
coLmnanbHOM NONMUTUKA

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3TnknM genoBoro o6weHns

basosble OCHOBBbI NMHOPMaTUKHK, CTPYKTYpHOE NnocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMM

Opyrve xapaKkTepucTuKu

3.6.3. Tpynosas pyHKLMSA

AZMWHUCTPUPOBaHME NPOLECCOB U YpoBeHb
HavmeHoBaHue | AokymeHTOOB0pOTa No BOnNpocam Kop F/03.6 |(nogoypoBeHb) 6
KOpNopaTUBHOW COLManbHON NOMUTUKM KBanudmkaumm
MpoucxoxgeHne TpygoBon OpurHan X 3aMMcTBOBaHO
OYHKLMK 13 opurmHana
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

Kop, PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHansHoro
cTaHgapTa
TpyQoBble AENCTBUSA AHanu3 npoueccoB OOKyMEeHTOoobopoTa, IoKanbHbIX [OKYMEHTOB MO

BOMpOCaM KOprnopaTMBHOM CoLManbHOW NOANTUKN

,D,OKyMeHTaLI,I/IOHHOG O(bOpMJ'IeHI/Ie pe3ynbTaTtoB KOpI'IOpaTI/IBHOVI coumnarnbHomn
NONMNUTUKN

MogrotoBka MpennoXeHUn no pasBUTUIO KOPMOPAaTUBHOW coLMaribHON
NONUTUKN

lMoprotoBka  pe3ynbTaTtoB  aHanuM3a  COOTBETCTBUSA  KOpPrOpaTUBHOM
coumanbHOM nonuTukM TpeboBaHMAM  3akoHogdaTenbcTBa Poccuiickon
depnepaumu n ycnoBuaM pbiHKa Tpyaa

[oKymeHTaUnMoOHHOEe U OpraHM3auMOoHHOE COMPOBOXAEHUE MEepPONnpUSATUN
KoprnopaTUBHOW CoLManbHOM NONMUTUKN

MoagrotoBka M o6paboTka 3anpocoB M yBeAOMSIEHMA O paboTHMKax B
rocygapcTBEHHbIE  OpraHbl, npodeccnoHanbHble  COo3bl U Apyrue
npeacraBuTeNbHblE OpraHbl pabOTHMKOB MO BOMpOCaM  CoLManbHOW
MONMWUTUKM B OTHOLLEHMM NepcoHana

ConpoBoxaeHne [OroBOPOB MO OKa3aHWKO  KOHCYMNbTAUUMOHHBLIX U1
MHAOPMALMOHHBIX YCNYr NO MEPOMNPUATUSM KOPNOpaTMBHOM couMasnbHON
MONWUTUKKM, BKITHOYas NpegBaputenbHble npoueaypbl MO UX 3aKIMIOYEHWIO

Heobxoaumblie ymeHus OdopmMnaTb  OOKYMEHTbI NO  BOMpPOCaM  KOPMNOpaTMBHOW  couunanbHOMW
NONUTUKN, npegocraBnsiemMble B rocyaapCTBeHHble opraHbl,
npeacraBuUTENbHbIE OpraHbl paboTHUKOB

AHanusnpoBatb  npaBwna, NopsiAKM, npoueaypsbl KopnopaTuBHOMN
couMnanbHOM NONMUTUKN

Ob6ecneunBatb OOKYMEeHTauMOoHHOEe conpoBoXaeHune coumnanbHOW NOSIUTUKN
B OTHOLUEHNN nNepcoHana

OpraHu3oBbiBaTb XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
apXuBHOro 3akoHogaTenbcTBa Poccuiickon ®Pepepauumn u  nokanbHbIMU
aKTaMu opraHusaumm

MpousBoauTb NpedBapuTesibHble 3aKynoyHble npoueaypbl U oopMnsTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNIO [JOrOBOPOB

Paboratb C MHd)OpMaLLMOHHbIMM cuctemamm n 6aszamm gaHHbIX Mo BoOrnpocam
coumnanbHON NOSIUTUKM B OTHOLLEHUK nepcoHana

BecTu yyeT 1 pernctpauuto JOKYMEHTOB B MH(OPMALMOHHBIX CUCTEMAXx U Ha
mMaTepuarnbHbIX HOCUTENSX

Bectn 0enoBYK nNepenncky

CobntogaTb HOPMbI 3TUKKU OETOBOro 00LeHus
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

Heobxoaumble 3HaHuSA Mopsagok odhopMneHus, BeAeHUs U XpaHEeHMS AOKYMEHTaLUUn no counanbHON
NonmnTMKE B OTHOLUEHMM NepcoHana

nOpﬂ,D,OK d)OpMI/IpOBaHI/IFl, BeaeHus 6aHka [OaHHbIX W npegoctaBlieHnA
OTYETHOCTWU NO BoOMNpocam coumanbHOM NOANTUKN B OTHOLLIEHUN nepcoHana

TexHomnoruu, MeTodbl U MeToOVKW NPOBEAEHMS aHanMa3a U cuctemaTusaumm
[IOKYMEHTOB 1 MHCpopMaLImK

OcHoBbI OKYyMEHTOO60OpOTa M JOKYMEHTALMOHHOrO obecneyeHuns

Mopsigok  nNpoBedeHVMs  3aKymouyHbIX — npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa oOpraHusauMm W  BaKaHTHble  OOMKHOCTM  (npodheccuu,
crneymanbHOCTH)

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE akTbl, coaepXkallue HOpMbl TPYAOBOro
npasa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPABOBbLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMK MO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

HopmaTtuBHble NpaBoBble akTbl, Perynupylolue npaBa U 00sS3aHHOCTU
rocyQapCTBEHHbIX OpraHoB, MpPOdECCUMOHaNbHbIX COK30B U ApYrux
npeacTaBUTENbHbIX OpraHoB pPaGOTHUKOB MO MNPEeAOoCTaBMeHuo  y4eTHOW
JAOKyMeHTaLuu

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyrume nopanok
BHeaOpeHunda KOpI'IOpaTI/IBHOﬁ coumnarnbHOW NOMUTUKK U colmarnbHbIX nporpaMmm

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE nocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Opyrve xapaKkTepucTuKu

KOHcyn bTaHTlnoc www.consultant.ru CtpaHunua 48 u3 69

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

YNPaBneHuo NePCOH. ..

HokymeHT npegocTtasneH KoHcynbTaHTlnoc

[ata coxpaHeHus: 01.10.2016

3.7. ObobLeHHas TpyaoBas pyHKUNsS

YpoBeHb
HanwmeHoBaHune Kon G P 7
KBanudumnkauum
MpouncxoxaeHve
Z . 3aMMcTBOBaHO
0000LLeHHON TpyaoBOM Opwurunan X
13 opurnHana
OYHKLMK
Kog PernctpaumnoHHbIN
opuruHana Homep
npodgeccnoHansHoro
cTaHgapTa

Bo3MoXHble HanmeHoBaHUS
JoImKHOCTEeNn, npodeccuin

PyKOBOﬂI/ITe.I'Ib CTPYKTYPHOro nogpasaeneHus
HavanbHuk CTPYKTYPHOro nogpasgeneHumsa

TpeboBaHus k
0bpas3oBaHuo 1 06Yy4EHNIO

Boiclee ob6pasoBaHue - crieumanuTeT, MarucTpaTypa

[ononHuTenbHOEe NpodeccnoHanbHoe obpa3oBaHme - NPOrpaMmbl
npodeccnoHanbHON NepenoaroToBky B 00MacTy ynpaseHns nepcoHanom,
OnepaLnoHHONO Y TAKTUYECKOrO YNpaBrieHNs; MPOrpaMmmbl NOBbILLEHNS
kBanudukaLmm B obnactu ynpaBrneHus nepcoHanom, onepaumoHHOro 1

TaKTU4ECKOro ynpaslieHnda

TpeboBaHus K ONbITY
npakTu4eckom paboTbl

He meHee nsTu neT B o6nacti ynpasnieHusi nepcoHanom

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKA

HanmeHoBaHMe gokymeHTa

Kopn,

HanmeHoBaHmne 6a30Bon rpynnel, 4OMKHOCTY (Npodeccun)
unu cneymansHOCTU

OK3

1232

Pykosoautenu nogpasgenexHmn (cnyx6) ynpasneHus
Kagpamu 1 TPyAOBbIMU OTHOLLEHUSMU

EKC

- HavanbHvK oTaena kagpos

- HavanbHuk otaena OopraHusaumm n onnatbl Tpyaa

- HavyanbHuK oTAena noAroToBKU KagpoBs

- HavanbHuK oTaena counanbHOro Pa3BUTUA

- 3aBepyoLwmii (HayanbHWK) OTAENIOM KaapoB

OoKrnaTP

24063 MeHepxep no nepcoHany

3.7.1. TpynoBas dyHKUMSA

KoHcynbTaHnTtlntoc

HageXHasa npaBoBas noaaepXxka

www.consultant.ru

CtpaHunua 49 u3 69



Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

Pa3paboTka cuctembl onepaumoHHOro YpoBeHb
HaumeHoBaHWe | ynpaBneHus nepcoHanoM n paboTbl Ko G/01.7 | (nogypoBeHb) 7
CTPYKTYPHOro nogpasgeneHunsi KBanudukaumm
MpoucxoxaeHue TpyooBom 3amMMcTBOBaHO
P A PyA Opwurunan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurMHana Homep
npogeccnoHansHoro
cTaHdapTa
TpyooBble AencTBuUSA AHanu3 ycnewHbIX KOpnopaTUBHLIX NPaKTUK Mo BOMpocam CTpaTernyeckoro

M onepaTtmneBHOrIO ynpasiieHUA nepcoHarnom opraHn3auummn

MocTaHoBKa onepaTUBHbIX Liefiell No Bonpocam yrnpaeBsieHusl NepcoHanom

Pa3pa60T|<a nnaHoB, nNporpamMm 1 npouenyp B ynpasieHnUn nepcoHanom

Pa3paboTka npeanoxeHuii No CTPYKType noAapasaerneHnst u notpebHocTn B
nepcoHarne

PaspaboTtka npegnoxeHuinn no obecnevyeHuo nepcoHanom, hopMuUpoBaHUI0
CUCTEM OLEHKMW, pasBUTWS, onnaTtbl TpyAa, KOPNopaTUBHLIM COLMANbHbIM
nporpaMmmam 1 coLmanbHON NonuTuKe

PaspaboTka npegnoxeHun o 3aTtpatax U GopMMpoBaHUIO OlompkeTa Ha
nepcoHan

PaspaboTka NpeanoXeHWin Mo 3akMYEeHWo AOroBOPOB MO YNpaBneHuo
nepcoHanoM C MOCTaBLUMKaMW YCIyr W npoBedeHve npeasapuTenbHbIX
npoueayp Mo MX 3aKmoYeHno

Heobxognmblie YMeHUaA OpFaHMSOBbIBaTb pa60Ty nepcoHarna CTPyKTypHOro nogpasgeneHunda

OnpegenaTb 3agayn nepcoHana CTPYKTYPHOro NMoapasferneHusi, UCXoas 13
Lienei n cTpaTernm opraHvsauum

Co3gaBaTb M OMUCbIBaTb OPraHW3aLMOHHYIO CTPYKTYPY, LEnu, 3adauu,
YHKUMW CTPYKTYPHOrO noapasaeneHus

MpuMeHsATb  MeTodbl  YMNPaBMEHUS  MEXIUYHOCTHBIMU  OTHOLLEHUSIMU,
hOpMMpPOBaHUS KOMaHZ, pasBUTUS JMOEPCTBA M UCMOSHUTENIBHOCTMH,
BbISIBNIEHNA TaNaHToB, onpeaeneHns yooBneTBopeHHOCTN paboToi

OnpegenaTb, aHanU3MpoBaTb, MOAENMPOBATL U BbiCTpaMBaTb BHYTPEHHUE
KOMMYHUKaLMKN NepcoHana

PaspabatbiBaTb NPOEKTHbIE NPEANOXEHNS U MEPONPUATUSA NO 3PPEKTUBHOMN
paboTe nepcoHana

BHeapsiTb cTpaTervio no ynpaeneHunio nepcoHasnom

CocTtaBnsarb, paccynTbiBaTb, KOPPEKTUpPOBATb W KOHTPOJIMpPOBaATb CTaTbyU
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

pacxodoB Ha nepcoHasn, paspabaTtbiBaTb NPeanoXeHus Mo satpaTam Ha
nepcoHan ans dpopmupoBaHus GloaxeTa

MpencTaBnATb  MHTEpecbl  OpraHM3auMM WM BeCTM  NeperoBopbl C
NpodecCHoHanbHBIMU COlo3amMK M APYrMMK NMpeacTaBUTeNbHbIMKU OpraHamu
paboTHMKOB, B3aUMOAENCTBOBATL C FOCYAapCTBEHHBIMW OpraHu3aLMsMm

AHanusupoBaTb MHJOpMauuWilo No MocTaBliMKam ycnyr B obnactu
yrnpaBfeHns NepcoHanoM 1 no ycrioBuaM 3aknioyaeMblxX 40roBOpOB

MpousBoauTb NpedBapuTesibHble 3aKynoyHble npoueaypbl U oopMmsTh
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKMHYEHNIO [JOrOBOPOB

Paboratb c MH(*)OpMaLI,I/IOHHbIMM cuctemamum n 6aszamm gaHHbIX Mo Bonpocam
ynpasneHna nepcoHariom

OpraHu3oBbIBaTh ¥ MPOBOANTL KOPMOPaTUBHBLIE MEPOMNPUSITUSA C NEPCOHATIOM

CobnogaTb HOPMbI 3TUKM OEnoBOro odLweHns

Heobxogumble 3HaHWs MeTogbl, Cnocobbl U UHCTPYMEHTLI YpPaBieHWsl NepcoHanom

LleJ'II/I, cTparterna pa3Buntma n ©usHec-nnaH opraHmnsauunmn

MonuTrKa ynpaBreHns NepcoHariom opraHv3auum

MeToabl aHanu3a KONMYeCTBEHHOIO U KaYeCTBEHHOrO COCTaBa nepcoHana

CwucTembl cTaHaapToB no 6GuaHec-npoleccam, Npogeccusam, HopMam Tpyaa

Cuctembl, meTOoabl W (bOprI matepuanbHOro un HemMaTtepuarnbHOro
CTUMynNnMpoBaHuA Tpyaa nepcoHarna

TexHonorum n Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

Mopsigok  nNpoBedeHVMs  3aKyMouHbIX — npouedyp W odhopMrieHus
COMYTCTBYIOLLIE JOKYMEeHTaLmMK

OcHosBbl I'IpOI/ISBO,EI,CTBeHHOﬁ OeATEeNbHOCTUN opraHn3aunn

OcHoBbl 06Leit U coumanbHOW MNCUXOMOTUK, COLMOMOrMU U MCUXOMOoruu
Tpyaa, 9KOHOMUKU Tpyaa, 6e3onacHbIX YCrnoBui Tpyaa

CTpykTypa opraHusaumm

TpynoBoe 3aKOHOAATENBbCTBO U MHbIE aKTbl, COAepKallue HOPMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akoHoJaTenbCTBa U HOPMAaTUBHbLIE MpPaBOBblE€ aKTbl
Poccunckon CDeD,ean,MI/I, B 4aCTun BeJeHNA OOKYyMeHTaunn no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuinckon degepauumm, B
YacTu npuBnevYeHns 1 TPYOOYCTPOMCTBA UHOCTPAHHbIX rpaxaaH v nuy, 6es
rpaxgaHcTea
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OcHoBbI aAMUHNCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactu ynpaslieHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NAL

3akoHopaTenbcTBO Poccunckon depepauum no 3alimte nepcoHanbHbIX
OaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHm3auum B obnactu ynpasneHunda
nepcoHarnom

Mopsaok 3aknyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE nocTpoeHne
MHPOPMAaLIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.7.2. Tpynoas dyHKUMSA

Peannsauuna onepauynoHHOro ynpasneHuns YpoBeHb
HanmeHoBaHMe |nepcoHanomM un paboTbl CTPYKTYPHOrO Kop G/02.7 | (nogypoBeHb) 7
nogpasgeneHus KBanudmkaumm
MpoucxoxaeHue TpyooBom 3aMMcTBOBaHO
P A PyA Opwurunan X
OYHKLMK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbHoro
cTaHgapTa
TpynoBble AenCTBUSA MnaHnpoBaHWe OesTenbHOCTU NOApa3aeneHus U nepcoHana

OnepaTvBHOE ynpaBrieHve NepcoHasiom nogpasaereHns opraHmsaumm

Pacuetr 3aTpar no nogpasgeneHvio M NOAroToBKa MpeanoXeHun Ans
dopmmpoBaHusa GrogxkeTa

PaspaboTka cTaHOapToB AeATenbHOCTU noapasfeneHuss U yHuduKauus
npoLieccos

MpoBeOeHne NHCTPYKTaxa Mo oxpaHe Tpyaa

MoctaHoBka  3agady  pabOTHMKAM  CTPYKTYPHOro  noApaspgerneHus,
onpeferieHve pecypcoB AJ1si UX BbIMOJIHEHUS, KOHTPOSIb UCMONHEHNS

AHanuM3 nnaHoB WM OTYETHOCTU MNOAYMHEHHbIX pa6OTHI/IKOB, paspa60TKa
I'Ipe,El,J'IO)KeHMIZ no yny4weHuo nokasarenemn AesiTenbHOCTU nogpasgerneHnda

dopmmpoBaHMe OTYETOB O paboTe CTPYKTYPHOro nogpasneneHus

Heobxoaumble ymeHus OnpegenaTtb 30HblI OTBETCTBEHHOCTM M 3hEKTUBHOCTM paboThl nepcoHana
CTPYKTYpPHOro noapasfeneHus, pacnpefensts 3ajayn u obecneuvvBaTtb
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

MaTtepunarnibHO-TeEXHUYeCKne pecypcChbl And nx UCnosiHeHuaA

anMeHFlTb MEeTObl ONnepaTUBHOIO ynpasrieHna nepcoHarnomMm opraHnsauunn

KoHTponupoBaTb  WCMOMHEHWe  MOPYy4Y4eHWid M 3agad,  BHOCUTb
CBOEBPEMEHHbIE KOPPEKLIMM B MIaHbl U 3a4a4n

Onpepenatb nokasartenu ahpeKTUBHOCTH paboThbl nepcoHana
nogpasgeneHus

yl'lpaBJ'IﬂTb MOTMBaUMEN nepcoHana, ero BoBfie4eHHOCTbIO U OncUMNINHON
TpyAa

CocTaBnsAiTb  MfaHbl  AEATENbHOCTU  CTPYKTYPHOrO  MoApasgereHust
opraHusaumm

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTUPOBaTb W KOHTPONMPOBaTb CTaTby
pPacxo[oB CTPYKTYPHOro noapasaeneHus ans oopMmMpoBaHmns GoIKeToB

MpousBoauTb aHanNM3 TeKyLlen 4esTeNbHOCTU CTPYKTYPHOIO NoapasaeneHus
1 BHEAPSTb Npoueaypbl Mo ee onTuMmusalum

MpencTaBnATb  MHTEpecbl  OpraHM3auMuM WM BECTM  NeperoBopbl C
rocyqapCTBEHHbIMU OpraHamu, NpodecCUMoHanbHbIMU CO3amMu U OpYruMu
npeacTaBUTENbHBIMU OpraHamMy paboTHMKOB MO BOMpPOCaM NnepcoHarna

Bectn neperosopbl C NOCTaBLWMKaMW YyCnyr no YyCrnoBuUAM 3akKro4YaeMblX
0orosopos

MpousBoauTb NpedBapuTesibHble 3aKynoyHble npoueaypbl U ohopMnsTh
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNIO JOrOBOPOB

npOBO,D,MTb ayauT pe3ynbTaToB pa6OTb| C nepcoHanom

PaGoTaTtb ¢ MHOPMAaLMOHHBIMU cUCTeMaMu 1 GasamMy AaHHbIX MO BOMpocam
yrnpaBrieHusi nepcoHanom

CobnogaTb HOPMbI 3TUKM OENOBOro 0oLeHns

Heobxogumble 3HaHWs Teopun ynpaeneHus nepcoHasioM u ero MoTuBauum

MeToabl aHanusa BbINOMHEHUA MNMAHOB W 3ajay, onpedeneHus  Ux
3KOHOMUYECKOWN 3PPEKTUBHOCTH

dopMbl M METOAbI OLIEHKWN NepcoHarna v pesynbTaToB UX Tpyada

TexHonornu onepaTtmnBHOro ynpasriieHUA nepcoHarnom opraHnsauum

Cuctembl, MeTogbl W OpPMbI  MaTepuanbHOrO UM HemaTepuanbHOro
CTUMYNUPOBaHWUS Tpyaa nepcoHana

TexHonorum u Metoabl POPMUPOBAHUSI U KOHTPOSS GHOIKETOB

TeOpI/II/I M MeTodbl ynpaBneHna pasButunem nepcoHana

OKoHOMMKa Tpyaa
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

HokymeHT npegocTtasneH KoHcynbTaHTlnoc

[ata coxpaHeHus: 01.10.2016

YNPaBneHuo NePCOH. ..

OpraHu3aunoHHo-ITaTHas CTPYKTypa opraHM3auum

MonuTuka ynpaslieHnA nepcoHanom 1 counarnbHada NnonMTuka opraHn3auum

Llenu, ctpaTterusi passutusi 1 GU3HeC-NnaH opraHauum

MeToguku nnaHnpoBaHMa 1N NPOrHoO3npoBaHUA I'IOTpe6HOCTM B nepcoHane

MopsiaoK yperynmpoBaHus TPYAOBbIX CMOPOB

TpeboBaHusa 1 npaBuna npoesefeHusa ayauTta paboTbl C nepcoHanomM

dopmbl coumarnbHoro napTHepcTBa " B3aVMMOAENCTBUS c
npodeccHoHanbHbBIMU COlo3amMy U APYrMMK NMpeacTaBUTeNbHbIMKU OpraHamu
pabOTHMKOB, Y UHBIMUW OpraHMU3aLUAMN

Mopsagok ohopMneHnsa KagpoBbIX JOKYMEHTOB U NpUAaHWUs UM HOpUaNYECKOn
cunbl

Mopsigok  nNpoBedeHMs  3aKyMoOuyHbIX  npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

TpynooBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, COAepXKaLlMe HOPMbl TPYAOBOIO
npaea

OcHoBbI apXMBHOro 3akoHoaaTenbCTBa U HOPMAaTUBHbLIE MPaBOBblE€ aKTbl
Poccunckon CDe/J,epau,MM, B 4aCTun BeeHNA OOKYMEeHTaunn no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuinickon degepauumm, B
YacTu npuBnevYeHns 1 TPYOOYCTPOMCTBA UHOCTPAHHbIX rpaxaaH v nuy, 6es
rpaxgaHcTea

OcHosBbl aOMUHNCTPATUBHOIO 3akKoHOOaTelNnbCTBa B obnactu ynpasneHua
nepcoHasnomMm n oTBeTCTBEHHOCTUN AOJTKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHanbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHM3aumm B YHacCTu YynpaBlreHusa
nepcoHarnom

OcHoBbl npaBoBoro perynupoBaHust Poccuiickonn ®egepaumm nopsiaka
3aKMYEHWS FPpaXKgaHCKO-MPaBOBbIX AOrOBOPOB

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE NocTpoeHne
MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.7.3. TpynoBas dyHKUMSA

HalMEeHOBaHME AOMUHUCTPUPOBaHME NPOLIECCOB U Kon G/03.7 YpoBeHb 7
OOKYMeHTOO0opoTa Nno onepaLMoHHOMY (nopypoBeHb)
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Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

yrnpaBreHuto nepcoHarnom n pabote KBanuguKauum
CTPYKTYPHOrO noApasaeneHust

[NpouncxoxxaeHue TpyaoBon 3ammcTBOBaHO
P A PyA Opwurunan X
OYHKLMK N3 opurmHana
Kon PernctpaunoHHbIn
opurMHana HOMeEp
npodgeccnoHansHoro
cTaHgapTa
TpyaoBble AeNCTBUSA AHanu3 npoueccoB OOKyMeHTOobopoTa, IoKanbHbIX [OKYMEHTOB MO
BOMpPOCaM  OMEPaLMOHHOrO  yrnpaBfieHMst  nepcoHanoM U paboThl
CTPYKTYPHOro nogpasgenenus, ©un3Hec-npoueccos opraHmsauum,

yOoBNeTBOPEHHOCTU NepcoHana

[okymeHTaLMoHHOe 0hopMIIeHNE pe3ynbTaToB ONepPaLMOHHONO yrpaBneHus
nepcoHanoM u paboTbl CTPYKTYPHOro noAapasfeneHusl, pe3ynbTaToB ayauta
paboTbl ¢ NnepcoHanom

MogroToBka npe,u,nomeHMﬁ no pasBuTnro cUctemMm onepaunmoHHOro
ynpasneHna nepcoHarioMm u pa6OTbI CTPYKTYPHOro nogpasaeneHuda, no
Heo6XxoauMbIM KOPPEKTUPYHLNUM N NPEBEHTUBHbIM MepaM

Pa3paboTka cucTteMbl aHanmaa n KOHTpons paboTkl nepcoHana

KoHTponb, cpaBHEHWE W aHanmM3 MpoueccoB B 06ractu onepaTmBHOIO
yrpaBneHnss MnepcoHanoM, pes3ynbTaToOB YrpaBrEHYECKNX MepPONnpUATUR,
onpegeneHne (akTopoB, BbI3bIBAKOLWMX OTKIOHEHME OT  MaHOBbIX
nokasarenem

MoarotoBka n o6paboTka 3anpocoB, yBeAOMMNEHUA, CBeAeHUA O paboTHUKax
B rocygapCTBeHHble OpraHbl, NpodeccrMoHarnbHble COo3bl, 06LLECTBEHHbIE
opraHmsaumm

ConpoBoxaeHne [OOroBOPOB OKa3aHWsA YCryr fo BOMpOcam ornepaTUBHOro
yrpaBneHus nepcoHanom u paboTe CTPYKTYpHOro nodpasaeneHust, BKrodas
npensapuTenbHbIe NPoLLeaypbl MO UX 3aKMIOHYEHUIO

MoagrotoBka npeanoXxeHui no OpPMUPOBaHUIO OlompKeTa Ha nNepcoHan
opraHmsaumm

BbinonHeHne TpeboBaHUM MO XpaHEHU WHopmaunm o pesynbTaTax
OEencTBus CUCTEM OMNepPaLMOHHOro YnpaBneHust nepcoHanoMm U paboThbl
CTPYKTYpPHOro noapasaeneHusi

HeobGxogumble ymeHusi KoHTponupoBaTb MNpoLECChl  YNpaBrieHUs MepcoHanoM MNoApasfieneHuit,
onpefensTb VX pe3ynbTaTMBHOCTb M BbISIBNSATL (DAKTOPbl OTKIOHEHWA OT
NnaHoBbIX NapameTpoB

PaspabatbiBaTb nporpamMMbl OOCTUXKEHUST LieNen 1 ornepaTUBHOIO peLleHust
3afay nogpasgeneHumn

AHaJ'II/ISMpOBaTb, p83pa6aTblBaTb n O(bOpMJ'IFlTb OOKYMEHTbI no
onepaTtuBHbIM NMpoueccam u nx pegynbratam
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MpoBoauTb ayauT KagpoBbIX NPOLECCOB, npoLeayp, ohopMIeHNs KaapoBbIX
JOKYMEHTOB 1 [JOKYMEHTOB MO YNpaBfeHWio NepcoHanom

KoHTponupoBaTtb pacxogoBaHue 610oKeToB Ha nepcoHan

OcbopMnsiT JOKYMEHTbI MO OMnepauyoHHOMY YMPaBfieHUO MepcoHanoM U
paboTe CTPYKTYPHOrO nogpasaeneHus, npegocrasnsiemMble B
rocyqapcTBeHHble opraHbl, NpeacTaBuTeNbHble opraHbl PaGoTHUKOB

OGecneunBaTb  [JOKYMEHTaLMOHHOE  COMPOBOXOEHME MO  cuUcTemam
ornepauvoHHOro  yrpaBfeHus nepcoHanoM U paboTe  CTPYKTYpHOro
nogpasgeneHus

OpFaHMSOBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHI/IF|MM
TPpyaooBOro M apxmBHOIo 3akKoHOOaTeslbCTBa Poccurickon <Deu,epau,v|v| n
NoKalnbHbIMW aKTaMn opraHm3auunn

KoHTponupoBaTb UCMOMHEHVE 4OrOBOPOB MOCTaBLUMKOB YCIyr MO BOMpocam
nepcoHana

MpousBoauTb 3aKymoyHble npoueaypbl, 0dOpPMIATL U  aHanM3npoBaTb
3aKyMOYHYI0 JOKYMEHTaLMI0

MpoBoaMUTL NEperoBopbl M MNPEeACTaBnsATb WHTEpechbl opraHu3auMu B
rocyqapCTBEHHbIX —oOpraHax, npogecCUMoHanbHbIX COl3ax W APYrux
npeacTaBuUTENbHBLIX OpraHax paboTHUKOB MO BOMPOcaM fnepcoHana

Bectn genosyto nepenncky

Bectn yyeT n perucrtpaumio JOKyMeHTOB B MHCbOpMaLI,MOHHbIX cucrtemMmax un Ha
MaTepualnbHbIX HOCUTENAX

PaGotaTtb C WHMOPMALMOHHLIMK cuUCTEMaMM U 6azaMu OaHHbIX MO
nepcoHany u cuctemam onepaLuoHHOro yrnpaefieHUs nepcoHanomM u pabote
CTPYKTYPHOro nogpasaeneHus

CobntogaTb HOPMbI 3TUKU OEOBOro 00LeHus

Heobxoaumble 3HaHUA MeToabl ynpasneHus passutmeM 1 3eKTUBHOCTBIO OpraHM3aumu, MeToabl
aHanu3a BbINOMHEHWST NMaHOB W MporpaMmM,  onpeferneHus  ux
3KOHOMUYECKOWN 3PPEKTUBHOCTH

MeToabl OUEeHKM paboTbl CTPYKTYPHLIX MoapasdenieHnid, pe3ynbTaTtoB Tpyaa
nepcoHana

MeToqpbl nposeaeHunA ayguTa n KOHTPOJITNHIra onepaTuBHbIX
ynpasneH4YeCKnx npoueccos

®opMbl 1 CUCTEMbI MaTepuanbHOro M HemaTepuanbHOro CTUMYNMPOBaHWS
Tpyda nepcoHana

OCHOBbI JOKYMEHTALMOHHOIO obecrneveHuns

nOpﬂ,D,OK Od)OpMJ'IeHMﬂ, BeOJeHUA N XpaHeHuUA OOKyMeHTauunm no cucrtemam
onepauMoHHOro  ynpaslieHnda nepcoHalioMm opraHusaumm u pa60Te
CTPYKTYPHOro nogpasaeneHua
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Mopsook doopMupoBaHWs, BedeHuss 6aHka [daHHbIX WM NpeaocTaBneHust
OTYETHOCTM MO CUCTEMaM OMepauuoHHOrO YrpaBfeHUss MnepcoHanom u
paboTe CTPYKTYpHOro nogpasaeneHus

HopmaTtuBHble NpaBoBble akTbl, Perynupylolye npaBa U 00sS3aHHOCTU
rocy4apCTBEHHbIX OPraHOB W OpraHuM3auuM Mo MpedoCTaBMeHUI0 yYeTHOW
AOKYMeHTaLuum

Mopsigok  npoBedeHMs  3aKyMouHbIX  npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

MonuTtuka ynpaeneHns NepcoHanom n coumansbHasa NonuTuKa opraHnsaumm

OpraHWBaLl,I/IOHHO-LLITaTHaﬂ CTPYKTYypa opraHmnsaunm

Llenu n ctpaTervs pasBuTus opraHvM3auum

BusHec-nnaH n 6I/I3HeC-I'Ip0L|,eCCbI opraHusauunmn

TpynoBoe 3aKoHOAATENbCTBO U MHbIE aKTbl, COAepXKallue HOPMbl TPYAOBOIO
npaea

OcHoBbI apXuBHOro 3akoHoAaTenbCTBa U HOPMAaTUBHbLIE MpPaBOBblE€ aKTbl
Poccunckon CDe/J,epau,MM, B 4aCTun BeeHNA OOKYyMEeHTaunn no nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuinickon degepauumm, B
YacTu MpUBIEYEHMS N TPYAOYCTPOMCTBA MHOCTPAHHBLIX rpaxaaH v nuy, 6es
rpaxgaHcTea

OcHosBbl aaMUHNCTPATUBHOIO 3akKoHOOAaTeINnbCTBa B obnactu ynpasrieHusa
nepcoHarnom n oTBeTCTBEHHOCTU OOJTKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE OOKYMEHTbI OpraHunsauun B obnactun ynpasneHna
nepcoHarnom

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basoBsble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE NnocTpoeHne
NMHPOPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu
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3.8. ObobLeHHas TpyaoBas pyHKUNS

HavMeHOBaHME F Koa y  |YpoeeHb 7
KBanudumnkauum

MpouncxoxaeHve
Z . 3anmcTBOBaHO
0000LLeHHON TpyaoBOM Opwurunan X
13 opurnHana
OYHKLMK
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHansHoro
cTaHgapTa

Bo3moxxHble HaMMeHoBaHWS | Bule-npe3naeHT no ynpaBneHuo nepcoHanomM

JoImKHOCTEeNn, npodeccuin OupekTop no nepcoHany

[unpekTop No ynpaBneHuo NepcoHanom

3amecTuTenb reHepanbHOro AMpeKkTopa no ynpasrneHuo NnepcoHanom

TpeboBaHus k Bbiclwee obpasoBaHue - cneuynanuteT, MarucTpartypa

obpasoBaHuio M 06y4eHnto | [lononHuTensHoe NpodeccuoHanbHoe obpa3oBaHUe - MporpamMmmbl
npodeccroHanbHON NepPeENOAroTOBKM B 00MacTh ynpaBeHnUs NepcoHanom,
CTpaTErM4eckoro 1 onepaLnoHHOrO yrnpaBnieHUsi, SKOHOMUKN OpraHu3aunu;
nporpaMmsbl NOBbILLEHUS KBanudmkaLmm B 06ractu ynpaBneHus
nepcoHanom, CTpaTeErM4eckoro 1 ornepaLnoHHOro ynpaBneHus

TpeboBaHus K onbITy He meHee nsaTv neT B 06nactu ynpasreHusi NepCcoHanoM Ha pyKOBOASLLMX
npakTuyeckoi paboTol HAOJPKHOCTSX

Ocobble ycnosus gonycka K
paboTte

Ipyrve xapaKkTepucTuKu

JlononHuTenbHble XapakTepucTUKA

HanmeHoBaHWe OOKyMeHTa Kog HanmeHoBaHmne 6a30Bon rpynnel, 4OMKHOCTM (Npodheccun)
unu cneymansHOCTU

OK3 1232 PykoBoautenu nogpasgenexHun (cnyx6) ynpasneHus
Kagpamu 1 Tpya0BbIMU OTHOLLEHUSAMMU

EKC - 3amecTutenb AnpekTopa no yrnpaBfeHUo NepcoHanom

OKnAaTP 24063 MeHepxep no nepcoHany

3.8.1. TpynoBas dyHKUMSA

PaspaboTka cuctembl CTpaTermM4eckoro YpoBeHb
HaumeHoBaHWe | ynpaBneHus nepcoHanomM opraHu3aumm Ko H/01.7 | (nogypoBeHb) 7
KBanudunkauum
KOHcyn bTaHTlInloC www.consultant.ru CtpaHuua 58 n3 69

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

YNPaBneHuo NePCOH. ..

MpoucxoxaoeHve TpyooBomn
dyHKUUK

3anmMcTBOBaHO
OpwurunHan X
13 opurMHana
Kop, PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa

TpyooBble AencTBuUSA

AHanus  ycnelwHbIX  KOPNopaTWBHbIX  MPakTUK MO OopraHv3auuu
cTpaTermyeckoro ynpasneHus nepcoHanom opraHusaumm,
OpraHn3aLMOHHOIo NPOEKTUPOBaHUA Y B3aUMOAENCTBUS noapasaeneHunii

MocTaHoBKa cTpaTtern4eckmnx uenen B ynpasneHun nepcoHarnom

Pa3paboTka KoprnopaTVMBHOW MONWTWKW, MINAHOB, MporpaMm, npoueayp W
TEXHOMOMMI NO YNpPaBeHUo NepcoHanom

Pa3pa60T|<a KOpI'IOpaTMBHOIZ KynbTypbl U coumnanbHOM MNOSIUTUKK, CUCTEM
MoTmMuBaUlunn, Gq)d)eKTI/IBHOCTI/I, OLUEHKN 1 pa3BnTnA nepcoHana

dopmMMpoBaHMe CUCTEMbI OMNaThl U OpraHM3auumn Tpyaa

Pa3paboTka opraHMsauUMOHHON CTPYKTYPbl, MnaHMpoBaHue noTpeGHocTU B
nepcoHarne opraHusaumm

PaspaboTtka nporpamMm, MpUHUMMNOB CTaHAapTM3auuu,  yHudukaumu,
aBTOMaTtM3auuy MpoLLeCCOB YMpaBreHus nepcoHanom K 6e3onacHbIX
ycnosun Tpyga

dopmupoBaHne OlOKETA HaA MNepcoHan, TexHomnorMm ayauta paboTbl C
NMepcoHasnioM U KOHTPOSMHIa

Heobxogumble ymeHus

Pa3pa6aTblBaTb cTpaTtermm n NnoNINTUKM B ynpaBneHnn nepcoHarnom

CosgaBaTb M OMUCbIBaTb OPraHW3aUMOHHYIO CTPYKTYPY, Lenu, 3agauu,
hYHKLUMM CTPYKTYPHbIX NOAPA3AEeNeHUiA U OSHKHOCTHBIX 1L

anIMeHFlTb MeToObl  ynpaBleHUda  MeXIUYHOCTHbIMM  OTHOLLUEHUAMN,
d)OpMI/IpOBaHI/IFl KOMaHA, pas3BuUtna nunagepcrtea WU UCNOJIHATENbHOCTH,
BbIABIE€HNA TanaHTOB, onpeaeneHna yaosneTtsoOpeHHOCTU pa60T0|7|

OnpegenaTbe ¥ aHanM3npoBaTb BHYTPEHHWE KOMMYHUKaLUMKU, MOAENpoBaTh
noBefeHve nepcoHara

MpencTaBnATb MHTEPECbl OpraHusauuy B FOCYdapCTBEHHbIX OpraHax, BO
B3aMMOAEWCTBUM C NPOdCoo3amMm, UHLIMU NPeACTaBUTENbHBIMWU OpraHamu
paboTHMKOB MO BOMpocamM nepcoHana

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTUPOBaTb W KOHTPONMPOBaTb CTaTbu
pacxodoB OlmKETOB M POHAOB Ha NporpaMMbl M MeponpusaTha Mo
yrnpaBfeHunio NepcoHanoM opraHmsaumm

MpoBoanTb ayAMT U KOHTPOJIIMHE B 061IacTW yNpaBrieHusi NepcoHanom

Pa3pa6aTblBaTb KOopnopaTuBHbIE counarnbHble NporpamMmmbl

KoHcynbTaHnTtlntoc
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Bectu neperoBopbl MO BOMpocaM  couManbHOro  MapTHepcTBa €
npeacTaBuTeNbHLIMU OpraHamy paboTHUKOB

Pa6oTaTb ¢ MHOPMaLIMOHHBIMKU cMCTeMaMu 1 GasamMu OaHHBIX MO BOMpocam
yrnpaBrieHusi nepcoHanom

OpraHnsoBbiBaTb MEPONPUATUSA N0 obGecnevyeHnto BbINONHEHNA TpeboBaHMi
OXpaHbl Tpyda B COOTBETCTBMM C [OEWCTBYIOLIMM 3aKOHOOATENbCTBOM
Poccunckon ®egepaumm n nokanbHbIMWM akTaMn opraHu3asmm

OpraHun3oBbiBaTb M NPOBOAUTE MEPOMPUATUS C NEPCOHANIOM B COOTBETCTBUE
C KOprnopaTMBHOM couManbHOM NOAUTUKON

CobnogaTb HOPMbI 3TUKM OENOBOro 0oLeHns

Heobxogumble 3HaHUs MeTogbl ynpasneHus pasButMeM U 3PPEKTUBHOCTLIO  OpraHusauuu,
aHanuMsa  BbIMOJSIHEHMS  NMI@HOB M MNporpamMM,  onpegeneHus  ux
3KOHOMMYECKON ahPEKTUBHOCTH

MeToapbl OLEHKU paBoTbl CTPYKTYPHbLIX NOApPa3aeneHuii, pesynsTaTtos Tpyaa
nepcoHana

MeToqpbl npoBeaeHuna ayauTtoB, KOHTPOJIJTMHIA yrnpaBlieHYeCKMX npoLeccon

MeTofbl aHanmn3a KONMYEeCTBEHHOMO U Ka4eCTBEHHOMO cocTaBa nepcoHana

CucTembl cTaHaapToB Mo GM3Hec-npoueccam, Npodeccusam, Hopmbl Tpyaa

Cuctembl, MeTogbl W OpMbI MaTepuanbHOrO UM HemaTtepuanbHOro
CTVMYNUPOBAaHUS TpyAa nepcoHana

MeTogbl aHanusa  couuanbHbIX — MporpaMM W OonpedeneHus  Ux
3KOHOMUYECKOWN 3PPEKTUBHOCTH

TexHonorum n Metoabl GOPMUPOBAHUS 1 KOHTPOSS GHOKETOB Ha NepcoHarn

TpeboBaHusA oxpaHbl M 6e3onacHbIX yCrnosun Tpyaa

Llenu, cTpaterusi u kagpoBasi NONUTMKa OpraHM3auum

OcHoBbI TEXHOMOMMN nponssoacTBa U AeATENNbHOCTUN OpraHmn3aunm

OCHOBbI COLMONONNK, NCUXOSTOTUN N SKOHOMMUKM TpyAa

OcHosBbl ynpasneHuna counanbHbIM pa3BuUTneM opraHmsaunm

MeTtoobl MNpOBEAEHMSI  COLMONOTMYECKMX  UCCREedoBaHUN,  M3y4yeHUus
obLWecTBEHHOro MHEHUS

CTpyKTypa opraHusaumm

TpynooBoe 3aKOHOAATENBbCTBO U MHbIE aKTbl, COAEPXKaLlMe HOPMbl TPYAOBOrO
npaea

OcCHOBbI apxMBHOroO 3akoHOZAaTeNbCTBa M HOPMAaTMBHLIE MPAaBOBbLIE aKThbI
Poccunckon ®egepaumm, B 4acTn BeAeHUA JOKYMEHTaLMM No nepcoHany
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OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuinckon degepaumm, B
YacTu npuBneYeHns 1 TPYOOYCTPOMCTBA UHOCTPAHHbIX rpaxaaH v nuuy, 6es
rpaxgaHcTea

OcHoBbI aOMUHNCTPATUBHOIO 3akKoHOJAaTeNbCTBa B obnactu ynpasneHua
nepcoHarnom n oTBeTCTBEHHOCTU AOJTKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHmn3auum B obnactu ynpasneHuna
nepcoHarnom

Mopsaok 3aknyYeHns 4oroBopoB (KOHTPAKTOB)

Hopwmbl 3Tnkn genoBoro o6weHns

OcCHOBbI MHGOPMATHKK, CTPYKTYPHOE MOCTPOEHUE MHPOPMALIMOHHBIX CUCTEM
N 0COBEHHOCTN PaboTbl C HUMM

Ipyrve xapaKkTepucTuKu

3.8.2. Tpynosas dyHKUMSA

Peanusauunsa cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHWe | ynpaBneHusa nepcoHanomM opraHusauum Kop H/02.7 |(noaypoBeHb) 7
KBanudunkauum
MpoucxoxaeHue TpyooBom 3aMMcTBOBaHO
P A PyA Opwurunan X
OYHKLNN 13 opurmHana
Kon PernctpaunoHHbIn
opuruHana HoMmep
npodgeccnoHanbHoro
CcTaHgapTa
TpyooBble AencTBuUSA MnaHnpoBaHne aesaTenbHOCTU K pa3paboTka MeponpuUsaTU NO yNpaBreHUo

nepcoHanom and peanns3aunm ctpaterm4eCkmnx uenen opraHmn3auunmn

BHegpeHue MOMUTUK, NnaHoB, MNporpamMm, npoueayp W TEXHOMorui mno
yrnpaeneHuio NepcoHanom

I'IOCTpoeHme OpFaHMSaLI,I/IOHHOﬁ CTPYKTYpPbl C y4ETOM nraHoBoOMn I'IOTpe6HOCTM
B nepcoHane n B3aUMOAENCTBUS CTPYKTYPHbIX nop,pasp,eneHMﬁ opraHunsauumn

BHeapeHne wn nopgepxaHwe KOpnopaTUBHOWM KyNbTypbl W couMasibHON
MONMWUTUKK, CcUCTEM MOTuBaUuN, 3PAPEKTUBHOCTW, OLEHKM U pas3BUTUSA
nepcoHana

BHeopeHne u nopgepxaHue CUCTEMbl OpraHusauuv Tpyga M onnaTbl
nepcoHana

YHpaBneHme BHeapeHnem nporpaMmMm M NpuHUMNOB CTaHOapTu3auun,

KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 61 n3 69

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
yNpaBfieHWo NepPCOH...

HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

yHUcbUKaummM, aBTOMaTM3auMM TMNPOLECCOB YNpaBfieHUst MepcoHarioM Wt
©e3onacHbIX ycroBun Tpyaa

OpraHusaumss npoBedeHVss ayauta W KOHTPOMMMHra B ynpaBreHuu
rnepcoHarnom

MocTtaHoBKa 3aaad pykoBoaAUTENAM CTPYKTYPHbIX nonpa3p,eneHv||7|,
onpepeneHne matepumanbHO-TEXHUYECKUX peCypCOoB O11A UX BbIMOJIHEHNA

AHanu3 0TYETHOCTM MO YNPaBIEHUIO NEPCOHANOM U BbiSIBIIEHWE PECYPCOB MO
YIyYLLEHWI0 AeSTENbHOCTU OpraHn3aumm

CornacosaHue ycnoaw7| 3akKrio4aemMbiX 4OroBopoB Mo BONpocam ynpaslieHnA
nepcoHarnom

OpraHu3zaumsi NpoBeAeHUs 3aKynoYHbIX NPOLEAYyp Mo BONPOCaM yrpaBiieHus
nepcoHanoM 1 opopMIIEHUSI CONYTCTBYHOLLEN JOKYMEHTALMMN MO HAM

dopmupoBaHne 6GlODKETA Ha MNepcoHan, TexHomorum ayauta paboTbl C
NnepcoHasriomMm U KOHTPOMSNHra

MpumeHeHne K paboTHWKaM Mep MOOLWPEHUA U OAUCLUMIMHAPHOTO
B3blCKaHMs

Heobxogumble ymeHUsi Mpon3BoauTb aHanuM3 [OeATEenbHOCTM MO YNPaBMEHWUI  MepCcoHarioM,
paspabarbiBaTb NokasaTenu 3deKTMBHOCTN paboThl

(DOpMMpOBaTb nnaHbl U MeponpuATUA No ynpaBrieHUO nepcoHariom

PaccuutbiBaTh GlogKeT B 06ractu ynpasBnieHusi nepcoHanom

Onpep,enmb 30Hbl OTBETCTBEHHOCTU pa6OTHMKOB n nop,pasp,eneHMﬁ,
CTaBUTb 3agayn pykoBoauTendam nop,pas,u,eneHmﬁ n obecneuynBatb pecypchbl
ana nx NCnoJiHeHUA

KoHTponumpoBaTth 1 KOPPEKTMPOBAaTb UCMONTHEHME NOPYYEHUiA 1 3ada4

YnpaBnatb 3EKTUBHOCTLIO M BOBNEYEHHOCTLIO NepcoHana, AMCUMUMITMHON
Tpyaa n cobnogeHnem 6esonacHbIX yCnosun Tpyaa

Bect neperosopbl MO  BOMPOCAaM  COLUMAnNbHOrO  NapTHeEpcTBa W
NpPeacTaBnATb MHTEPEChbl OpraHvM3auMum B FOCYOApPCTBEHHbIX OpraHax,
npoceccroHarbHbIX  CO3ax W APYrMX MpeacTaBUTENbHbIX — OpraHax
paboTHUKOB, M OpraHM3aLMsaX Mo BONpocaM rnepcoHana

Pa6GoTaTtb ¢ MHOPMAaLMOHHBIMU cUCTeMaMK 1 GasamMu AaHHBIX MO BOMpocam
yrnpaBrieHusi nepcoHanom

npOBO,D,MTb ayauT U KOHTPOJUHT B obnactu ynpasneHua nepcoHaromMm

dopmypoBaTb ¥ MPOBOAMTL COUMAnbHYl0 MOMWTUKY W couuarnbHble
nporpamMmei

Bectn neperosopbl C nNoOCTaBLWMKaMW YyCnyr no YCrnoBuUAM 3akKro4YaeMblX
0orosopos

MpousBoauTb 3aKynoyHble npoueaypbl, 0dOpPMIATL U  aHanM3upoBaTb
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"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

3aKyMOYHY0 JOKYMEHTaLMI0

CobntogaTb HOPMbI 3TUKM OENOBOro odLeHns

Heobxoaumble 3HaHUsA MeTogbl ynpaBneHus passutmeM n adPeKkTUBHOCTLIO OpraHn3auumn, meTtogbl
aHanuMsa  BbIMOSIHEHMS  MNMI@HOB M MNporpamMM,  onpegeneHus  ux
3KOHOMUYECKOWN 3PPEKTUBHOCTH

OpraHuzaumst ynpaBneHusi pa3BuTMeM opraHusauum

TeOpI/II/I ynpasrneHusa opraHmsaumeﬁ, noNMTuUKa wn ctparterna ynpasrieHUsA
nepcoHarnom

MeTtogbpl aHanm3a BbINOMHEHUS MMAaHOB W 3ajad, OnpederneHns unx
3KOHOMMYECKON ahPEKTUBHOCTH

MeToabl OLEHKM, pe3ynbTaToB U adodeKTUBHOCTM Tpyaa

MeToabl BHepeHWsl CUCTeMbl yripaBIieHWsl MEPCOHANIom

OcHoBbl paboTbl No NpodopueHTaLmm

MeToavKk/ NnaHMpOBaHWS U MPOTrHO3MPOBaHKs NOTPeGHOCTM B NepcoHarne

LleJ'II/I, cTparterna pas3Butma 1 OusHec-nnaH opraHmnsauunmn

Teopun n MeToabl OpPMUMPOBaHMIO BpeHaa opraHnsaLmm

TpeboBaHuA oxpaHbl M 6e3onacHbIX yCnosun Tpyaa

MeToauku pa3paboTku 1 BHEAPEHUS NOKaSIbHbIX HOPMATUBHBIX aKTOB

Mopsnok 3akmioyeHVst TPYOOBbIX [OFOBOPOB, PErynupoBaHus TPYOOBbIX
cropoBs

OCHOBbI  COLUMOMOrMK, MCUXOSOTUKN, SKOHOMMKM TpyAa W ynpasleHUda
coumarnbHbIM pa3BuTuUeM opraHmsayum

MeTogobl  NpOBedEHMSI  COLMOSIOTMYECKMX  UCCREeLOBaHURN,  M3Y4eHUs
obLecTBEHHOro MHEHUS

TexHonornu npoeeaeHna ayguta W KOHTPOJIIMHIA B ynpaBleHUn
nepcoHanom

Mopsigok  MpoBedeHWs  3aKymouYHbIX  mpouedyp U odopMreHus
COMYTCTBYIOLLEN OKYMEHTaLMUM

TexHonoruwm, CTaHgapTu3auud, yHI/I(bMKaLI,I/IFl, aBToMaTtnlauma npoueccos
ynpasneHna nepcoHariom

CTpyKTypa opraHusaumm

TpyOooBoe 3aKkoHOAATENLCTBO U MHblE akTbl, coaepXkallue HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPABOBbIE aKTbl
Poccuiickon degepaumm, B YacTu BeOEHUS OOKYMEHTaLMM MO NepcoHany
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

OcHoBbl MUrpaumMoHHOro 3akoHogaTenbcTBa Poccuinckon degepauumm, B
YacTu npuBneYeHns 1 TPYOOYCTPOMCTBA UHOCTPAHHbIX rpaxaaH v nuuy, 6es
rpaxgaHcTea

OcHoBbI aaMUHNCTPATUBHOIO 3aKoHOOAaTesNbCTBa B obnactu ynpasreHuna
nepcoHarnom n oTBeTCTBEHHOCTU AOJTKHOCTHbIX AL,

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

Mopsagok 3aknoyYeHns AoroBopoB (KOHTPAaKTOB)

JlokanbHble HOpMaTUBHbIE akTbl B 06N1AaCTU YNpaBeHUsi NepcoHanom

Hopmbl 3Tnkn genoBoro o6weHns

basoBble OCHOBBbI MHOPMaTUKHK, CTPYKTYpHOE NnocTpoeHne
MHPOPMAaLIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapaKkTepucTuKu

3.8.3. TpynoBas pyHKLMA

AOMWHUCTPUpPOBaHME NPOLIECCOB 1 YpoBeHb
HanmeHoBaHMe | AOKYyMEHTOOOOpOTA NO CTpaTernieckomy Kopg H/03.7 |(noaypoBeHb) 7
ynpaBreHnto NepcoHanom opraHu3aumm KBanudmkaumm
MpoucxoxaeHue TpyooBom 3amMMcTBOBaHO
P A PyA Opwurunan X
OYHKLNK 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodgeccnoHansHoro
cTaHgapTa
TpynoBble AencTBUSA AHanu3 npoLeccoB AOKYMEHTOOOOopoTa, noKasnbHbIX [OKYMEHTOB MO

BOMnpocamMm ynpaeJlieHMA nepcoHasriom, Ou13Hec-NpoLLeccoB opraHusauuu,
yOoBNEeTBOPEHHOCTU NepcoHana

J[loKyMeHTaLUMOHHOE Og)OpMIIeHNE Pe3ynbTaToB YMNpaBrieHUs NepcoHarom,
ero ayauTta, paboTbl CTPYKTYPHbIX NoapasaeneHuni

,D,OKyMeHTaLl,I/IOHHOG M OpraHn3aunMoHHOE COonpoBOXAeHUe CTpaTern4eckoro
ynpasneHna nepcoHaromMm n pa6OTbI CTPYKTYPHbIX no,u,pasp,eneHMﬁ

MoaroToBKa NpeanoXeHWn No pasBUTUIO CUCTEM YMPaBIIEHUS NMEePCOHarNoM,
Mo HeoBXOAUMBbIM KOPPEKTMPYIOWMM U TMPEBEHTUBHbIM MepaM W Mo
NOBbILLIEHNI0 3P DEKTUBHOCTN PaBoTbl CTPYKTYPHbIX NoApasaeneHuii

KoHTponb npoueccoB B 06MnacTv ynpaBneHuss nepcoHanoM W paboTol
CTPYKTYPHbIX  MoApasgerieHuit, CpaBHEHWe U aHanM3  MpoLEeccoB,
pe3ynbTaToB YNpaBfeHYEeCKMX MeponpusaTui, onpedeneHne akTopos,
BbI3bIBaOLLMX OTKIIOHEHME OT NIIaHOBbIX NokasaTternen

KoHcynbTaHnTtlntoc
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[ata coxpaHeHus: 01.10.2016

CornacoBaHve W KOHTPONb [OrOBOPOB MO BOMpPOcCaM W  CUCTEMaMm
cTpaTernyeckoro yrnpaefieHuUss nepcoHanoM W paboTe  CTPYKTYPHbIX
noapasfeneHuit, opraHusauus npoLeayp no ux 3aknioyYeHuo

MoaroToBka pes3ynbTaTOB aHanmusa COOTBETCTBUSI OpraHuM3auuyM v onnartbl
TPYyAa nepcoHarna ycrneLwHbIM KopropaTUBHLIM NpakTMKam

BbinonHeHne TpeboBaHUM MO XpaHEHU WHopmauum o pesynbTaTax
OEencTBus CUCTEeM CTpaTerMyeckoro yrnpasreHus nepcoHanom u paboThbl
CTPYKTYPHbIX NogpasaeneHui

Heobxogumblie ymeHus AHanusnpoBaTb, pa3pabaTbiBaTb U 0OPMIATb JOKYMEHTbI MO NpoLeccam u
pesynbTataM  ynpaBfieHWst MepcoHanoM U paboTe  CTPYKTYPHbIX
nogpasgeneHun

MpUMeHsATL MeToAbl aHanm3a GU3Hec-NPOLECCOB opraHn3aLum

OnpepenaTe nNporpaMmbl  JOCTWMXKEHMS LeNne W peleHnss  3agad
nogpasgaeneHun

MpoBoauTb ayaMT CUCTEMbI YpaBIieHNs NEPCOHAIoM

npOBO,D,MTb KOHTPOIJIUHI CUCTEMbI ynpaBlieHnA nepcoHaliom

KoHTponupoBaTb GlOKET Ha MepcoHan M ynpaBfeHue pacxodamu Ha
nepcoHan

OpFaHMSOBbIBaTb conpoBoXxgeHne Oorosopos Mo BOMpocam ynpaBlieHuA
nepcoHarnom, BKn4asa npeasaputeribHblie npouenypbl No X 3aKn4YeHno

OpraHu3oBbIBaTb 3aKyrnovHble NpoLeaypbl, 0popMIIsATe U aHanM3MpoBaTb
3aKyMOYHYI0 JOKYMEHTaLMI0

KOHTpOJ’II/IpOBaTb N aHann3npoBaTb BOMPOCHI couuarbHOro napTHepCTBa,
00roBopbl NOCTaBLUMKOB yCInyr

MpoBoauTb TMeperoBopbl U MNPeACTaBnsATb MHTEPEChl OpraHuM3auuM B
rocyqapCTBEHHbIX —oOpraHax, npogEecCUMOHanbHbIX COl3ax W APYrux
npeacTaBUTENbHBIX OpraHax pPaGoTHWKOB M OpraHM3auusax Mo Bomnpocam
nepcoHana

BecTn genosyto nepenncky

Pabotate Cc wWHdoOpMaLUMOHHBIMKU cucTtemMamm W 6Hasamum  [aHHbIX NO
nepcoHany, cucTemMam ynpasfeHust nepcoHanoM UK  opraHusauuu
OeaTenbHOCTU CTPYKTYPHbIX NoapasaeneHnin

Ob6ecneuvBatb KagpoBoe AEMOMNPOM3BOACTBO UM AOKYMEHTaLWOHHOe
COMpOBOX/EHWEe MPOLECCOB MO yNpaefieHWio nepcoHanoM u pa6oTe
CTPYKTYPHbIX NoapasaeneHuii

OpraHu3oBbIBaTb XpaHEHWE OOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMM
TPYAOBOIrO M apXxMBHOIO 3akoHopaTenbcTBa Poccwuiickon degepaunm un
NOKanbHbIMU akTaMy OpraHu3auum

CobnogaTb HOPMbI 3TUKM OENOBOro odLeHns
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Heobxogumble 3HaHMSA KopnopatuBHas KynbTypa, coumarnbHasi Nonutuka, CUCTEMbl MOTUBALUW U
3 PEKTUBHOCTU yrpaBneHns NepcoHanom

MeTopabl ynpasneHus passutmeM 1 3eKTUBHOCTBIO OpraHM3aumu, MeToabl
aHanuMsa  BbIMOSIHEHMS  NMI@HOB M MNporpamMMm,  onpegeneHus  ux
3KOHOMMYECKON ahPEKTUBHOCTH

MeToapbl nposefeHnAa ayauta, KOHTPOJiA onepaTuMBHbIX YhpaBlieHYeCKnx
npoueccoB, COLUMNONOrM4eCcKmnx nccneaoBaHun

BuaHec-nnaH 1 6usHec-NpoLecckl opraHusauunm

BbrogxeTHoe NpoeKTnpoBaHne

OpraHusaumoHHOe NPOeKTMpoBaHue

q)OprI, mMeToabl WU CUCTEMbI MaTepuanbHOro W HemaTepuanbHOro
CTUMynNMpoBaHuA Tpyaa nepcoHarna

Cucrembl CTaHOapToB no Ou3Hec-npoleccam, npocpeccusam
(cneunanbHOCTAM), HOPMbI TpyAa

MeTonabl aHann3a KONMYEeCTBEHHOIO N KA4eCTBEHHOro cocTaBa nepcoHana

KagpoBsasi nonuTrka opraHusaumm

Mopsagok dopmupoBaHus, BedeHus ©OaHKa AdaHHbIX W NPeaoCcTaBlieHMs
OTYETHOCTM MO CUCTEMaM ynpasfeHus1 NepcoHanomMm n pabote CTPYKTYPHbIX
nogpasgeneHun

OcCHOBbl  [OKYMEHTaUWOHHOro  obecrneyeHusi, MNopsAoK  OgOpMIeHus!
[IOKYMEHTOB, npenocTaBnAemblxX B rocyaapCTBeHHble opraHsl,
npodeccuoHarnbHble Col3bl, OBLLIECTBEHHbIE OpraHn3aLm

Llenu n ctpaTervs pasBuTus opraHvsaunm

Mopsigok  nNpoBedeHVMs  3aKyMouyHbIX  npouedyp W odopMrieHus
COMYTCTBYIOLLEN AOKYMEHTaLNM

HopmaTtuBHble NpaBoBble akTbl, Perynupylolue npaBa U 00sS3aHHOCTU
rocy4apCTBEHHbIX OPraHoOB M OpraHuW3auuM Mo MpedoCTaBreHUI0 yYeTHOW
JAOKyMeHTaLun

CTpykTypa oOpraHusauMm W  BaKaHTHble  [OIKHOCTM  (npodheccuu,
crneymanbHOCTH)

TpyOooBoe 3aKkoHOAATENbLCTBO U MHblE akTbl, coaepKallue HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTMBHbIE MPAaBOBbLIE aKTbl
Poccuiickon degepaumm, B YacTu BEAEHUS AOKYMEHTaLMK MO NepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenscTBa Poccunckon ®enepavinm

OcHoBbI MUrpauUMoOHHOro 3akoHopatenbcTBa Poccurickon ®epepauun, B
YacTu MpUBIEYEHMS N TPYAOYCTPOMCTBA UHOCTPAHHBLIX rpaxaaH v nuuy, 6es
rpaxgaHcTea

KOHcyn bTaHTlnoc www.consultant.ru CTtpaHuua 66 u3 69

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
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HokymeHT npegocTtasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 01.10.2016

OcHoBbI aAMUHNCTPATUBHOIO 3aKoHodaTeslbCTBa B obnactu ynpaslieHua
nepcoHaromMm n oTBeTCTBEHHOCTU OOJIKHOCTHbIX NAL

3akoHogaTenbcTBO Poccuickon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMAaTUBHbIE aKTbl OpraHu3aumMuM B 06nacTu ynpaefieHus
nepcoHanom

Mopsaok 3aknoyYeHns 4oroBopoB (KOHTPAKTOB)

Hopmbl 3Tnkn genoBoro o6weHns

basosble OCHOBBbI NMHOPMaTUKHK, CTPYKTYpHOE NnocTpoeHne
MHPOPMALIMOHHBIX CUCTEM 1 OCOBEHHOCTU PaboTbl C HUMM

Opyrve xapaKkTepucTuKu

IV. CBegeHns 00 opraHusaumsx - paspaborumkax
npodeccuoHanbHoro ctaHgapTa

4.1. OTBETCTBEHHAsA opraHM3aunsa-paspaboTyumk

O6wepoccuinckoe obbeanHeHne pabotogarenen "PoCcrMnckmii Coro3 NPOMBbILLNIEHHUKOB 1
npeanpuHumaTenen

, ropog Mockea

WcnonHutenbHbin Buue-npe3naeHT KysbmuH Omutpuii Bnagnmuposuy

4.2. HanmeHoBaHusa opraHmM3aumn-pa3paboTynkoB

AHO "HaumnoHanbHoe areHTCTBO pasButus keanudukaumn”, ropog Mockea

Accoumanms (Coto3s) "Accoumnauns KOHCYNbTaHTOB Mo nogbopy nepcoHana”, ropog Mockea

'pynna HeadHunter, ropog Mocksa

3A0 "KPOK MHKOPMOPEWTEQ, ropog Mocksa

UHdopmaLmoHHo-aHanuTudeckui LeHTp "Kagposbin Jo3op", ropog Mocksa

MIO "OINMOPA POCCUIWN", ropoa Mocksa

MexayHapoaHasa accoumaumsa 4enoBoro coTpyaHuyecTaa, ropoa Mocksa

HOYY OO "NHcTuTyT npodeccuoHanbHOro kagposuka”, ropog Mocksa

HIM "Accounaumsa EBponerickoro 6usHeca", ropog Mocksa

10

HIM "BKK - HaunoHanbeHbIN colo3 KagpoBukoB", ropogd Mocksa

11

HIM "MexgyHapoaHbi anbsHe "Tpyaosas murpauus”, ropog Mocksa

12

HIM "HaumoHanbHasa accoumnaumns oOUCHbIX CNeLmManmcToB U agMUHUCTPATUBHBLIX pabOTHMKOB",
ropog Mockea

13

HIM MHO "Accoumnauunsa meHegxepo Poccun”, ropog Mocksa
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14 | HIM CYP3 "HaunoHanbHas koHgpenepauus "Pa3Butne yenoseveckoro kanutana", ropog Mockea

15| OAO "BOHX" (TAO BBL), ropog Mockea

16 | OAO "Tasnpom HedTb-HoBOCHBUpPCK", ropog HoBocmnbupck

17 | OAO "Ob6beanHeHHasa cynocTponTenbHasg koprnopauums", ropoa Mocksa

18 | OAO "PXL", ropog Mockea

19| OAQ "CaxanuH OHepaxn MHBectmeHT KomnaHu", ropog KOxxHo-CaxanmHck

20| OAO "TaTtHedTb" uMeHnu B.[. WWawwHa, ropog KasaHb

21| OAO "Hay4Ho-npoussoacTBeHHoe 06beanHeHne "Hayka", ropog Mocksa

22| 000 "LG Electronics Rus", ropog Mocksa

23 | 000 "busHec lNcuxonorn SHL Russia & CIS HIM", ropog Mockea

241000 "UT-CK", ropog Mockea

25| 000 "Nykonn-UuxnHmpunr", ropog Mocksa

26| 000 "OKB 3enut", ropog Mockea

27| 000 "Metponuym TpenanHr", ropog Mocksa

28| 000 "Tonurpad-3awmra”, ropog Mockea

29| 000 "UeHTp kagpoBbIx TexHonorun - ObyveHue. Ctaxnposku. TpyaoyctponcTtso”, ropog Mocksa

30 | Poccunckoe npeactaButenbctBo "Coleman Services UK" ("KoynmaHn Cepsucus"), ropog Mocksa

31 | Toproso-npomebiluneHHas nanata Poccuiickon ®epepaumm, ropog Mocksa

32 | ®I'bOY BINO "MocKoBCKMIA rocyaapCTBEHHbIN yHUBepcuTeT uMeHn M.B. JlomoHocosa", LLkona
AMpekTopa no nepcoHany, ropog Mockea

33| o'bOY BMNO MCY, ropoa Mocksa

34 | oI'bOY BIMNO M3CW, ropog Mockea

35| ©I'BOY BINO Cubupckuin rocygapcTBeHHbI yHuBepcuTeT nyTen coobleHus (CIYTC), ropog
HoBocunbupck

36 | #I'BY "Hay4dHo-nccnegoBaTenbCkUi MUHCTUTYT TPyAa U coumarnbHOro ctpaxosaHusa” MuHuctepctea
TpyAa v coumansHom 3awmTtel Poccuinckon deaepaumm, ropog Mocksa

37 | ®I'YM "Moyta Poccun”, ropog Mockea

38 | dK "Ypancub", ropog Mockea

<1> O6LLepoCCUNCKNA KnaccugurkaTop 3aHATUR.
<2> ObLepoccuincknin knaccudunkaTop BUOoB 3KOHOMUYECKON OEATENBHOCTU.
<3> EguHbIi KBanMUKALMOHHBLIN CAPaBOYHMK OOMMKHOCTEN PYKOBOAWUTENEW, CneunanuctoB W Apyrux
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YNPaBneHuo NePCOH. ..

cnyxawmx.
<4> QO6Lepoccuincknii  knaccudpumkaTop npodeccuin paboumx, [OMMKHOCTEN ChyXawmx W TapUHbIX

paspsaos.
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